DOCUHENT R&StmS 



ED 339 877 



CE 059 824 



AUTHOR 
TITLE 

INSTITUTION 

PUB DATE 
NOTE 

PUB TYPE 



James, Waynne; And others 

A Guide to Writing Adult Education Grant 

Proposals. 

Florida State Dept. of Education # Tallahassee. Bureau 

of Adult/Community Education. 

91 

103p. 

Guides - Non-Classroom Use (055) 



EDRS PRICE 
DESCRIPTORS 



IDENTIFIERS 



HF01/PC05 Plus Postage. 

K Adult Education; Educational Finance; Financial 
Support; Fund Raising; *Grants; *Grantsiaansnip; 
Guides; Prograa Budgeting; Prograai Costs; program 
Descriptions; Program Design; ^Program Proposals; 
•Proposal Writing; •state Aid 
Florida 



ABSTRACT 
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evaluation, facilities, abstract, appendixes, project completion, 
dissemination, documents needed, and project title. Cheptsr 3 offers 
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if the project is rejected, renegotiated, or funded. Appendixes, 
eunounting to approximately one-half of the guide, contain the 
following: titles of previously funded grant proposals; three <^oinains 
of behavioral objectives; a verb list for stating objectives; sarople 
tables for a plan of operation, vitae, and organizational charts; and 
11 forms. (YLB) 
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Chapter 1 
Before You Apply 



What Do I Need To Know Before 
I Apply For A Grant? 



^ What Funds Are Available? 

^ How Do I Get Started? 

/ What are the state and naUonal priorities? 

/ How do I identify innovative programs, 
materials, or methods? 

/ How do I assess needs? 

/ What are some wa^s of cooperating or 
coordinating with other ai^endes? 

/ What is dissemination? 

/ How can I sustain project activities 
beyond the funding period? 
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Chapter I 



What Do I Need To Know 
Before I Apply For A Grant? 

ISefore you can apply for grant funding for a project, 
there are a number of preliminary steps that you 
must take. This guide has been designed to help you 
through the grant application process required by the 
Bureau of Adult and Community Education. State of 
Florida Department of Education. However, the Infor- 
mation contained in this guide can be adapted for 
grant applications to federal agencies as well. 

The guide has been organized to provide information 
on the four stages of this pnnress: planning the 
project, writing the proposal, submitting the applica- 
tion package, and receiving notlilcation. On the sur- 
face, these steps appear to illustrate a simple, 
chronological process; more realistically, however, 
the process is often a recursive one, with activities in 
one sta^ doubling back to a previous stage or with 
activities occurring in several stages simultaneously. 
Perhaps the recursive nature of this process is most 
evident between the planning and the writing stages. 
Often, once the writing is underway, problems 
emerge that may necessitate some change of plans. 
Occasionally, changes must be made on a grand 
scale. When a nightmare such as this occurs, it is 
usually due to a lack of thorough planning . . . and 
the result of inadequate planning is usually a "regret" 
letter from the funding agency. 

Tills first section of the guide alerts you to the various 
state funds available for adult and community edu- 
cation projects and discusses the important elements 
that you must consider during the planning stage in 
order to produce a grant proposal that meets the 
requirements of the BACE (Bureau of Adult and 
Community Education). 
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Funds 
Avcdiable 



What Funds Are Available? 

Currently, two types of grant funds are available from 
the BAC£ for adult and community education pro- 
jects. 

• Section 353 of the Adult Education Ad provides 
grant funds for the purpose of conducting spe- 
cial demonstration projects and teacher train- 
ing projects in adult education. The money 
awarded by a Section 353 grant may be ustu 
only for the development phase of a project ai.i 
cannot support an ongoing program. 

• Section 32 1 of the Adult EducatUm Act provides 
grant funds to offer supplemental financial 
support to adult education programs that tar- 
get educationally disadvantaged adult popula- 
tions. 

Although each program has a different purpose, the 
approach to writing the grant proposal is the same. 



Getting 
Started 



How Do I Get Started? 

The cardinal rule in appl3^ng for grants is to read 
carefully and thoroughly the "Request for Proposal" 
(RFP), i.e., the application packet sent to you by the 
BACE. The RFP states the guidelines that you must 
follow if you wish to be considered a serious applicant 
for funding. Your application packet, which includes 
the RFP, provides you with the following information: 

• A letter of transmittal that summarizes the key 
points of the RFP. 

• The BACE timeline that includes the deadline 
for the submission of proposals as well as the 
date that award notifications are mailed. 

• A statement regarding the nature and purpose 
of the funding pro^-am. 

• A listing, in order of importance, of the national 
and state priorities. 
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• An enumerated list of the criteria for reviewing 
grant applications. 

• An explanation of the stages in the proposal 
review process. 

• A sample of the evaluation form that is used by 
the review committee to assess jrour grant 
proposal. 

• A glossary of terms used in the RFP. 

• Information regarding budgets and payment 
methods. 

• An explanation of complaint procedures. 

• Various forms that must be completed and 
submitted with the grant proposal. 



Priorities 



What are the state and national priorities? 

One of the most important sections in the RFP Is the 
listing of national and state priorities. Your project 
should address at least one of the priorities on each 
level. Although these priorities change from time to 
time, the following are the priorities that have been 
targeted through 1993. 

Notional Priorities 

1 . Expanding outreach services to those adults 
whG are educationally disadvantaged. 

2. Providing programs that involve use of 
Innovative methods, including: 

a. programs for adults with handicaps: 

b. homeless adults: 

c. adults with limited English proficiency 
(LEP): and 

d. programs which promote innovative 
systems, materials, and those which have 
national significance or are of special value 
in promoting effective programs. 

3. Training personnel engaged in or who are 
preparing to engage in the activities of adult 
education. 
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State Priorities 

1 . Provision of educational services to adults 
who are functioning at grade levels below 5.9. 
Such services include basic reading, writing, 
and computational skills. 

2. Provision of educational services to adults 
who are functioning at grade levels 6 through 
8.9. Such services include Intermediate 
reading, writing, computational skills, basic 
social sciences, and basic natural sciences. 

3. Provision of adult education opportunities so 
students may continue their education to at 
least the level of completion of secondary 
school. 

4. Provision of English as a Second Language 
courses for adults whose native language is 
other than English. 

5. Improving family literacy through adult/child 
learning activities. 

6. Workforce literacy including linkages with 
private sector employers and other 
agencies. 

7. Provision of staff development and teacher 
training activities related to delivery of adult 
education and services. 

8. PromoUon of programs, projects, and 
activities which advance and expand 
curriculum development, planning, and 
evaluation and research. 

9. Dissemination in adult education. 



innovation 



How do I Identify Innovative programs, 
materials, or methods? 

Since innovation is not only a state priority but also 
one of the evaluation criteria, you need to make sure 
that your proposed project is innovatively designed. 
If you feel that the project you envision lacks this 
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characteristic, there are several ways for you to get 
some idea of what innovative activities may Include: 

• Examine the titles of grants funded in previous 
years. (See Appendix 1 for a listing of some 
previous grant titles that we^e funded by the 
Florida DOE.) 

• Check with people who have experience in this 
area, such as previous grant recipients, the 
Adult Education Director, individuals working 
in the Department of Education, or university 
professors. 

• Scan conference programs and professional 
journals. 

• Complete a review via E.RI.C. to determine the 
types of innovative projects which have been 
conducted elsewhere in the nation? 



Needs 
Assessment 



How do I assess needs? 

A needs assessment is a prerequisite to writing your 
grant proposal. On the basis of your needs assess- 
ment you can identify a particular problem that 
relates to the priorities stated by the BACE for the 
type of grant you are seeking (e.g., special demonstra- 
tion or teacher training projects). 

Below is a list of questions that may help you with 
your needs assessment, which is necessary for build- 
ing a positive case in the grant proposal. 

• Do you know of a particular problem area that 
has not yet been uncovered or that has been 
ignored? 

• Does your geographical proximity to a problem 
or observable need give you an advantage be- 
cause of local familiarity or experience? 

• Can you develop untapped resources, e.g.. 
local Industries, by convincing them to support 
a worthwhile community endeavor? 
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• Can you establish a cooperative venture that 
links the expertise of your institution with the 
capabilities of a broader-based, more diversely 
experienced organization in order to satisfy a 
community need? 

• Have other similar projects been conducted in 
Florida or in the nation? 



The idea of cooperating or coordinating efforts with 
other agencies is not only one of the priorities listed 
by the state (priority #6). but the establishment r' 
linkage Is also one of the criteria on which your 
proposal will be judged. Therefore, you should ac- 
tively seek out the participation of other agencies in 
the development and implementation of your project. 

In order to mobilize different parts of the community 
to work with you, you need to be able to point to the 
benefits that their Involvement will produce. (In other 
words, what's in it for them?) You can approach 
universities; businesses: hospitals; prisons; volun- 
teer organizations, such as Literacy Volunteers of 
America; and other adult education programs In your 
county or in neighboring counties. 

Further information on cooperating and coordinating 
with other agencies is included in Chapter 2, "How 
do I begin the narrative?" 



Cooperation - 
Coordination 



What ore some ways of cooperating or 
coordinating with other agencies? 
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Dissemination 



What is dissemination? 

Dissemination, state priority #9. is the act of circu- 
lating the outcomes of your project. Ttie manner in 
which you propose to disseminate jrour findings or 
product is also one of the criteria on which your 
proposal will be evaluated, so you should give careful 
thought early on for effective and efficient ways of 
broadcasting the results of your project. listed below 
are some methods for disseminating information. 



newsletters 
pamphlets 
journal articles 
conference reports 



semiryofs 
videotapes 
workshops 
training programs 



demonstrations 
dide ^ov^ 
audloccKsettes 
presentations 



For more information on dissemination, see "How wiU 
I build in dissemination of the project?" in Chapter 2 
of this guide. 



Project 
Continuation 



ERIC 



How can I sustain project activities beyond the 
funding period? 

Closely related lo the concept of dissemination is the 
idea of "continuation" for your project, i.e., life of the 
program or product beyond the funding period. Ob- 
viously, the BACE would prefer to fund projects that 
will continue to have an effect after the grant funds 
are depleted. Below are a few examples of how you 
can build continuation into your project: 

• Design a program so that operating expenses 
can be absorbed by your organization. 

• Establish a program that becomes an essential 
part of an organization's life. 

• Establish a joint program with another agency. 

Projects that require considerable start-up costs but 
minimal operating costs are also good candidates for 
grant funds. 
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Chapter 2 
Content of Your Proposal 



What Should The Proposal Contain? 
What Sections Do I Need to Address? 

/ What should I keep in mind while writing 
the proposal? 

/ How do I begin the narrative? 

/ What is my problem? or How do I ^te 
my NEED component? 

/ How do I tie my NEED to die 
PLAN OP OPERATION? 

/ What are achie^ble. realistic goals? 

/ How do I connect the goals and 
objectives? 

/ What are good, measmable objectives 
and how do I write them? 

/ How will the objectives be achieved? or 
How do I present my activities? 
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/ What ttmelines do I need to follow 
and how do I construct a timeline? 

/ Who is going to cany out the project? 
What qualifications do they have? 

/ How much money should I request? 

/ Are the costs reasonable and related 
to the proposed project? 

/ Is there adequate documentation for 
requested funds? 

/ Is my evaluation plan sound and 
thorough? 

/ Are the facilities and resources available? 

/ What is the abstract? 

/ What do I include as appendices or 
supporting documents? 

/ What will happen to the project/product 
after the grant Is completed? 

/ How will I build in dissemination 
of the project? 

/ What other documents are needed? 

✓ What should I title my project? 
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Chapter 2 



What Should The Proposal Contain? 

I^he function of a proposal is to convince a commit- 
tee of reviewers that the concept of your proposed 
project is innovative, that its methodology is logical, 
and that its content is meaningful. While the use of 
correct grammar and the adherence to the conven- 
tions of mechanics, punctuation, and spelling cannot 
be overemphasized in proposal writing, a grant is 
ultimately awarded on the merit of its content. There- 
fore, your proposal should be based on sound as* 
sumptions; it should build a justifiable case that 
explains and relates the needs of the granting agency 
(in this case, the Bureau of Adult and Community 
Education) to your proposed project: and it should 
support each need with solid, dependable evidence. 

In writing the proposal, use clear, precise language 
that allows only one interpretation: keep your goals 
the focus of your message: and introduce only rele- 
vant information to support your claims. In addition 
to striving for clarity in your writing style, you should 
also aim for clarity in the physical layout of the 
proposal. Therefore, to make your proposal easier to 
read, provide s^our reader with some visual cues. 
Consistently organize your information under head- 
ings and subheadings and keep paragraphs to a 
moderate size. Use boldface (judiciously) to highlight 
key words or concepts. Use bullets and numbering or 
lettering systems to introduce and emphasize related 
points in a series and to help the reader follow your 
rationale. Finally, remember to proofread careftilly. 
Serious or numerous grammatical and mechanical 
errors not only hinder clear communication, but they 
also reflect a lack of concern for professionalism. 



ERIC 



17 

n 



A Guide to Writing Adult Education Grant Proposals 



Proposal 
Sections 



Wheat Sections Do I Need to Address? 

As a document a grant proposal is organized into 
three major sections: 

• Flont matter, which includes the cover page 
and abstract: 

• Body, which is the substance of the proposal 
and is usually referred to as the ''narrative''; 

• End matter, which includes the bibliography, 
appendices, and various forms reqiUred by the 
funding agency. 

The order in which these sections are prepared, 
however, is different from their sequence of appear- 
ance in the final document. Hie components of the 
narrative are always prepared first. The com]}onents 
that are necessary for a proposal are often labeled 
with the following headings. 



Rolotlorehlp of fchoc^ (Orgcrrfzation) Mission to State cr>d 
Fed^cd Priofitios 



Stat«T»ntofNeed 



RoBi of Qp^Qtlon 



Chjdificatlons of Key Pereomel 



Budget Exi:^anatlon 



Budget 



Evduatlon 



Adecyjocy of Resouc^ 



JtogJr«nwits of ttw State/Federal Laws 



One way to determine the amount of emphasis to 
place on any section is to study the evaluation cri- 
teria. A typical project evaluation form (for 353 
Grants) used by the Division of Vocational, Adalt, and 
Community Education is reproduced in Exhibit 1. 
Notice that your proposal will be Judged on a 100- 
polnt scale, with Content worth 40 points. Plan of 
Operation worth 45 points, and Budget worth 15 
points. Also notice that the specific criteria within 
each of these three sections are worth either 5 or 10 
points. Your objective as proposal writer is to make 
sure that your proposal addresses each criterion in 
such a way as to accumulate as many points as 
possible. 
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Exhibit #1 Proposed Review Form, poge 1 

Used by the 353 Review Committee Members 



353 FROIECT EVALUATION FORM 



Avmcy Pnge^ Dirpctor 

AfbAdstnilvc Rtvfew 

1. Piopiml was ivcdvad by BACEbefim deadline* 

2. Api^ic^on was compter (agiwuie. clc. 

3. Prior year i^poits u|h&Hbte. 

4. Dcbarnmi and Su^penston Ceitirtcaitan m file wiih BACE. 

G«»nl CoimiKiits 



CONTENT 

SOFiriiits 

(5pU) I. Pmposed activity aikhcMS idenUfM state or naUonal pii^ 

(15 pts) 2. The project mvotvcs the use of Innovative mcihods, systems, 
materials^ or piograim* 

(lOpts) 3. Objecth^ ait cleariy defined and meastn^le. 

(10|KS) 4, A ccmtprdumsive ami current needs assessm^t has ba»i COTduc^ 
and documented, 

(lOpts) 5. Arc the goals and objectives of the project achievable and realistic? 
Ti^ Feints 

Geoend Comments 
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Exhibit #1 Proposal Review Form, page 2 

continued Used by the 353 Review Committee Members 



nworOperatlM 

asFoiiitt 

wteqittttdy cany (M project a^tte* 

fives the pjoject 

(5|Hs) 3. The|m)}M|mvfak3forooopenti 

agtticies lo stm^thcn the pnyecH «id pre^t iMkatfaxi erf effort, 

Opts) 4. The plan ffn-evaluatOQ <rf the efTecdwBnesirf the p^ 

extent to u^lch ob^ves ait is inctiKkd in the pispcml. 

(Spts) 5. The imijtctpttivides to continuing ^vitns 
compleiion of the inc^. 

{S pts) 6. The form^ hr dissemination of the product is cqhij^m and mm- 

pfchensive. 
Total Points 

Graeral Commmts 



Budget 
ISINtinla 

(lOlHs) 1. Estimated 00^ is reason^ and leteted to the fot^potfcd 

(SiHs) 2. There is adequate documeni^on in the pti)p<^ to s^qq^on the 

budget.*** 
Tf^al Polms 

General Commeiits 



TctiljiiDif^iwifdadtopfopa«loiitDfapo«iiM« 100: 



S^piMM^ tUf^fkmm t>«i9~ 

noiyiclk WinHif l nil »r t CfA wMMw SO 4»n wf t^. 
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Remember! 



What should I keep In mind while writing the 
proposal? 

Before you begin writing cuiy section, you should keep 
In mind several critical concerns for you as a com- 
municator: 

• The purpose of the document, which in the 
case of the proposals is to persuade your audi- 
ence to support your proposed project. 

• The needs of your audience, i.e. , the committee 
of reviewers who are familiar with the general 
area of the grant program but who may not 
know the specific details of your proptised proj- 
ect. 

• The inclusion of details that are necessary to 
support yoi;r purpose; each detail should be 
related to achieving the overall goal and objec- 
tives of the proposed project. 

Each section in a proposal has a particular purpose 
to fulfill, with the flow of information running from 
the general to the specific. Information delivered In 
each section lays the foundation for subsequent sec- 
tions, thus establishing a chain of reasoning. An 
approach to addressing each section is discussed 
below. 



The Narrative 



How do I begin the narrative? 

The first component of the proposal narrative comes 
under the heading RELATIONSHIP OF SCHOOL (OR- 
GANIZATION) MISSION TO STATE AND FEDERAL 
PRIORITIES. The purpose of this component is to 
quickly show your readers, the review committee, 
that the project your organization intends to carry out 
is in accord with the nature and purpose of the 
particular law (Section 353 or 321) that was enacted 
to provide the funds that you are seeking. In this 
component you should identify the specific link be- 
tween your project and the national and state prior- 
ities that are published In the RFP. In addition, this 
component is a good place to mtroduce the reviewers 
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to the fact that your project will be a cooperative and 
coordinated effort involving another a^ncy. This 
component corresponds with item #1 under Content 
on the Project Evaluation Form: "Proposed activity 
addresses identified state or national priorities" and 
item #3 under Plan of Operation: The project pro- 
vides for cooperation and coordination with other 
agencies to strengthen the project and prevent dupli- 
cation of effort." 

Because this component generally requires only a 
short paragraph and provides the first link in the 
chain of reasoning, it should not be omitted. Below 
are two examples of this component, one ineffective 
and the other effective. 



INEFFiCnVE 

To strengthen ttie prcj^ect and avoid dupllcatton of effort, 
membeis of the local Regtorwal CoordirK3tlng CourrcH win be 
advised of prqiect goals and ^put win be sc^icited from 
other educational agencies and sen^ice provldejs. 



Although the statement above mirrors the language 
of one state priority, the language is not very specific 
nor is the scope of the statement comprehensive. 



The following proposed project was prepared col- 
nborotlvely by the Kiskadee County School Adult 
Education Program and the Little Dickens Chlldcore Cerv 
t9r. The ultlmo^o purpose of the project is to promote llnk- 
ogGa GOtween county agencies and tt\e private txisiness 
sector engaged m, or able to become engaged in. ^^ecksl 
demonstration iDrpjects in adult education. By providing 
transportatton and chiWcare for adult basic educatton stu- 
dents. If funded, this project vA\\ reduce the barriers to par- 
ticipation In ABE programs thereby pnhoncing the 
commuiity's workforce. 

Activities included in this project address National Prk5rtties 1 
and 2c and State Priorities 1,2.3. 6, and 9. 
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Notice that the priorities are referenced only by their 
numbers. Althou^ this format is acceptable if you 
are constrained by space requirements (your pro- 
posal narrative, excluding appendices, cannot exceed 
10 pages), writing them out is preferred because it 
shows consideration for the readers on the review 
committee. 



Need for the 
Prelect 



What Is my problem? or 

How do I write my NEED component? 

The second major component is often entitled NEED, 
although it may also appear under similar headings, 
such as NEED STATCMENT. NEEDS ASSESSMENT, 
or even PROBLEM STATEMENT. In this component 
you explain in detail to the reviewers what problem 
or problems exist*, what, if anything, is being or has 
been done to solve the problems: and. finally, given 
the current problems and situation, what needs can 
be identified. This component, which is worth 5 
points, corresponds to item #4 under Content on the 
Project Evaluation Form: "A compreheiiSive and cur- 
rent needs assessment has been conducted and doc- 
umented." 



In this component you should indicate the generality 
of the problem and the generallzability of the out- 
comes. Specify the way in which your project will 
contribute to the solution of an important problem. 
In writing this component, you must demonstrate 
your grasp of the field and your general organiza- 
tional ability. Use clear, precise language to state 
your needs, for a vague statement may result in a 
negative impression about the usefulness of your 
solution. In addition, if your need statement does not 
distinguish important firom unlmiM)rtant informa- 
tion, your ability to manage the project efficiently may 
be questioned. 

In a general way, you should try to relate the problem 
to the qualifications and expertise of your organiza- 
tion. You can do this by citing the experience your 
institution has achieved in documenting the problem 
or need, by referring to relevant activities conducted 
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by your organization, or by pointing to the history of 
concern your institution has shown for the problem. 
(Be careful, however, not to confuse this secUon with 
the QUAUnCATION OF KEY PERSONNEL compo- 
nent which is discussed in Chapter 2 of the guide 
under "Who is going to cany out the project?") Finally, 
in this section you should introduce the approach to 
solving the problem or fulfilling the need as well as 
the "need" for the chosen approach. 

The NEED component in your proposal fulfills several 
purposes by demonstrating: 

• the understanding of issues. 

• the importance of the project to the larger 
society, 

• a critical review of the pertinent literature, 

• the timeliness and immediacy for the project, 

• the innovatlveness of the project, 

• the generalizability of the results. 

• the initial rationale for the plan of operation, 
and 

• the relationship of the proposal "needs" to the 
guideline "needs." 

The NEED component should address at least one of 
the issues of immediate concern listed in the RFP by 
the BACE. Credibility for the need can be established 
by citing primaiy resources (results of interviews, 
meetings, etc.) as well as secondary resources. All of 
the information in the NEED component should di- 
rectly support the importance, the timeliness, and 
the innovatlveness of the project. 

When developing your NEED component, be abso- 
lutely clear about what the problem is, being careful 
not to overstate either the problem or your project's 
ability to solve it. If you state the problem in terms 
that are too general, then no solution you propose will 
be realistic or adequate. You should also keep in mind 
that the problem or need statement must he consis- 
tent with your objectives and procedures. Avoid using 
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jargon because it can hide the main theme of your 
argument. 

There are a variety of ways in which you can 
strengthen your NEED component. Several possibil- 
ities are provided below. 

• Supply statistical data. 

• Include support statements by experts or oth- 
ers who may be in a position to confirm your 
assertions. 

• Illustrate with concrete examples that tie the 
statement to "real world" needs and situations. 

• Provide a literature review. 

• Conduct surveys to gather feedback from oth- 
ers affected by the problem. 

• Include descriptions of similar projects con- 
ducted elsewhere In the nation. You could 
obtain project descriptions via an "E.R.I.C. 
search". 

Remember that most projects cannot honestly claim 
that theirs "will be the first significant contribution 
to...." More frequently, projects complement, extend, 
or update previous efforts. Keep in mind when you 
write this component that your identified needs must 
lead directly to your goals and objectives. Below are 
some examples of ineffective and effective need state- 
ments. 



INEFfECTIVE 

Administrators at the Bacon County Medical Center con- 
ducted a needs sun^ey at the request of the principal inves- 
tigator. They reported that ot least 15 environrriental and 
food service workers at the BCMC were willing to partici- 
pate in the program. 



INEffECTIVE 

The need for a comprehensive curriculum leading to a high 
school diploma is painfully evident in view of the high arv 
nuol dropout rote. 
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The need for this prefect Is created by the size of fo\jt Egg 
County, which is the kargest fri Florida, and or»e of the 
notion's most dynamic areas of population growth. 



The first example relates only a willingness to partic- 
ipate in a particular program: it does not establish a 
need. The second provides no concrete data to sup- 
port the needs and the claim that the need is "pain- 
fully evident" is stated too dramatically. Finally, the 
third example is a victim of a seeming irrelevancy; the 
mere size of a cotmty does not establish a need. 

Now look at some effective need statements. 



CFFiCm/i 

A special survey (see Attachment 1) was malted to 116 
Adult Secondary Education teachers current^ using com- 
petency^bosed currlcutum guides to ascertain other areas 
of Improvement to address during o revtoi of the 
guides to include supplementai rrKateriols to meet cuiturauy 
divergent learning styles. The results of the survey revealed 
the following needs: 

To adapt some guides to new texttxx>l<s (old lx>ol<s 
out of print or going out of print); 

To combine several standards Into or>e teaching unit 
where appropriate; 

To develop and Include written standordized 
record-l<eeping instructtons; ar»d 

To include instructionoi enhancers that promote 
student retention. 
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TT^ identtfied needs Hteracy leaders, i.e., administrators, 
instructors, and CKivteors. into ^veroi cotegt^ as ev^ 
denced through o study of Florida Bteracy pfx)v)ders entt- 
tied. 'Identifying the Leodersh^ Training Needs of Florida's 
Adult Literacy Leadership.' Ernerging data end pre^lnary 
fincSngs of tt^ study being conduc^'Ki by the Florida State 
Unlverstty (FSU) for the DOE reveal that wttile <Klvlsc»s, ad- 
ministrates, and instiuctois beHeve tt^ possess certain de- 
grees of competency in areas relevant to their work, they 
recognize a crtticai need to Increase their knowledge, skins, 
and abilities to perform their jobs effectively. 

in the hitiai phase of this study, the Principal Investigators 
met at the Ftoilda Literacy Coalltton Conference with repre- 
sentatives from acrc»s the state In a workshop sesston to sur- 
vey the perceived educotton and training needs of literacy 
providers. That sesslw^ along with responses and emerging 
results of three seporote surveys of instructofs. odmlnistra 
tors, and odvfeors (see Appendbt) Indicate several catego- 
ries of need across several levels of Ftorlda's literacy 
leadership. They include: 

Recruitment and selection of personnel 

Organtzatiortal leadership 

Fiscal development and management 

Program and curriculum development 

Human and public relatlor«, and marketing strategies 

interagency coordination and collaboration 

Decislai-making. communication, and motivational 
strategies 

Trends and recent developments in literacy education 
Public policy Issues 

New technology/computer-osslsted instruction 
A knowledge base in adult education 
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Notice how both effective need statements are per- 
suasive because they identify speciilc problems and 
provide concrete details that have emerged from their 
needs assessments, which in both cases were con- 
ducted with surveys. 



Plan 
of Operation 



How do I tie my NEED to the 
PLAN OF OPERATION? 

After you have convinced your reader that a need can 
be met by your project, you must identify the overall 
goals of your project specify the objectives that will 
allow you to aciiieve your stated project goals, and 
explain the specific activities that will enable you to 
meet your objectives. This information is best pre- 
sented in the PLAN OF OPERATION component, usu- 
ally the most extensive component in the proposal. 
The ideas you present in this component should be 
tightly linked to your identified need as well as to each 
other. In other words, the activities must be evidently 
associated with your objectives; the objectives must 
be clearly designed to fulfill your goals; and your goals 
must be realistically compatible to answer the need. 



Goals 



What are achievable, realistic goals? 



The presentation of your goals is generally the first 
subcomponent of your PLAN OF OPERATION and 
should be identified with a subheading. Froject 
Goals. 



Goals are general statements, generally long-term in 
perspective, that explain to your reader the ultimate 
purpose of the project. Therefore, 3^u should con- 
sider the importance of the goals from the funding 
agency's point of view. The review committee will 
examine the goals to determine: 

• whether the project is relevant to BACE inter- 
ests. 

• whether the project will accomplish something 
significant. 
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• whether the outcomes will help solve the iden- 
tified problems, and 

• whether the goals are realistic and achievable. 

The extent to which you convince your reader that 
your gpBls can be achieved corresponds to item #5 
under Content of the Project Evaluation Form: "The 
goals of the project are achievable and realistic." This 
item is worth 10 points. 

The goals of the project should be closely linked to 
the Identified needs. Goals should be phrased to 
indicate action, e.g.. to increase, to prepare, to edu- 
cate, to train, etc. It is a good idea to confine yourself 
to one or two goal statements, for a lengthy list of 
goals is often a sign that the writer has not given 
sufficient thought to the project. The appearance of 
too many goals may also indicate that some of the 
statements should more accurately be presented as 
objectives, which, unlike goals, are specific and con- 
crete, often measurable, and usually focus on short- 
term or intermediate accomplishments. 

Hie following suggestions may help you avoid several 
pitfalls that commonly occur during the construction 
of goal statements. 

• Do not make exaggerated claims regarding 
your project. For example, a literacy project 
that is targeted toward homeless adults in 
Tampa cannot realistically have as one of Its 
goals the eradication of illiteracy in the Tampa 
area. Instead, a plausible goal might be to 
improve the ability of Illiterate homeless to 
function more successfully in society. 

• Do not confuse the problem with the goal. 

• Do not confuse goals, which explain what will 
be done, with procedures, which describe how 
the goals and objectives will be accomplished. 
For example, "to conduct a survey" is a proce- 
dure, while "to train adult educators" is a goal. 

• Do not use "hazy" or imprecise terms to define 
your goals. 
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Below are several examples of both unrealistic and 
realistic project goals. 



UNIXAimiC 

To develop competency-based leering guides wtth Indus- 
try specific components to be used bi wc^ploce fltetocy 
classes for 1 XXX) employees and potential employees at 
the Boyd Bromley Conference Center. 



The goc^ of the proposed prefect is to provide 5 workshops 
for members of the Instructtonal staff in the writing and use 
of competency-tjosed curricula. 



UNRiAUSnC 

lack of minority partlclpatlcwi fri the competency-based 
adult education program. 



Notice that the first example above is marred by the 
hazy wording ("industry specific components") and 
the exaggerated claims ("workplace literacy of 1.000 
employees"). The second example is ineffective be- 
cause it confuses the goal (what will be done, e.g., "to 
develop skills") with the procedure (how it will be 
done, i.e., "to provide 5 workshops"). The third exam- 
ple illustrates the confusion of a goal statement with 
a problem statement. Written as a goal. Example 3 
might read. 'To encourage minority participation ." 

Compare these unrealistic goal statements with the 
more realistic ones below. 



REAUSnC 

Ihe goal is to establish o remote teaming center in a store- 
front to serve a community which has, in the post, been urv 
def5erved In spite of a high concentration of adults with 
increasing basic educatton needs. 
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RSAUSnC 

The goal of tWs prp^ Is to Improve the worttplace literacy 
skHb of hK>spitai ctotory personnel. 



Notice that the realistic project goals are succinctly 
stated. When organizing your goal statements into 
the narrative, present them in such a way that they 
are obvious to the review committee. One way to 
prevent your goals from being buried in the middle of 
text and to make them stand out is to use bullets (if 
the goals are of equal importance) or a numbering 
S3rstem (if their chronology or their relative impor- 
tance should be understood). 



Connecting 

Goals and How do I connect the goals and objectives? 
Oblecftves 

Following the Project Goals subsection Is the second 
subcomponent of the PLAN OF OPERATION. entlUed 
Overall Approach. Its purpose is to explain in general 
terms how each goal will be accomplished. You 
should include a brief description of the participants 
(your target population), a Justification for their se- 
lection, and an explanation of the type of program 
(e.g., training, dissemination, etc.) your project in- 
volves. In addition, you should explain how you plan 
to ensure that activities developed for the project will 
continue after the initial grant project is over. 

The third subcomponent of the PLAN OF OPERATION 
is often labeled Implementation Plan. This purpose 
of this subsection is to deliver a sjrstematic, detailed 
explanation regarding the implementation of the proj- 
ect goals. When you write this subcomponent, it is 
beneficial to restate each goal and to group under it 
the related objectives and activities. In the discussion 
of each activity, you should provide the details re- 
garding implementation, sources of documentation 
or products, time frame, and responsible personnel. 

To make your plan further accessible to the reviewers, 
at the conclusion of the PLAN OF OPERATION com- 
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ponent you may want to include such visual support 
as tables that summarize concisely the Implemeata- 
tlQii Plan for each goal, a timeline for the implemen- 
tation of activities, and an oiganizational chart that 
shows the flow of authority and responsibility. 



Measurable 
Objectives 



What are good, meosuable objectives and 
how do I write them? 

In addition to stating your goals, which orient the 
review committee to the conceptual purpose of the 
project, you should define the objectives associated 
with each goal. 

Objectives are statements that identify the specific, 
concrete, and measurable ways in which general 
goals are realized. Therefore, make sure your objec- 
tives are directly derived from the goals. There are 
usually more objectives than there are goals*, how- 
ever, do not include unnecessary objectives, such as 
project management objectives, and keep them as 
brief as possible. The accuracy and clarity of these 
statements in relationship to the stated goals is worth 
10 points and corresponds with item #3 under Con- 
tent of the Project £>valuation Form: "Objectives are 
clearly defined and measurable." 

Objectives are generally of four types: process, prod- 
uct, behavioral, and performance. Each type is dis- 
cussed below. 

• Process objectives should be included only 
when they are critically Important. Include a 
process objective if it is essential for explaining 
the benefits of the project, if the process di- 
rectly explains any procedures or the need for 
any resources, or if the process has signifi- 
cance in the evaluation component (discussed 
later in this section of the guide, "Is my evalu- 
aUon plan sound and thorough?"}. When you 
write process objectives be sure to indicate who 
will perform the process, what activity or per- 
formance will result from the process, and how 
the process will be evaluated. 
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• Product objectives are included when an out- 
come of the project results In a concrete prod- 
uct such as a tminlng manual or film. When 
writing the product objective, identify the prod- 
uct, its producer, its availability, the method of 
evaluation, and its evaluator. 

• Behavioral objectives relate to one of the three 
behavioral domains: cognitive, affective, and 
psychomotor. (See Appendix 2 for an explana- 
tion of the three domains as they relate to 
constructing objectives.) Abehavioial objective 
should include answers to the following ques- 
tions: 

- What is the expected behavior? 

- Who will perform the behavior? 

- Under what circumstances and with what 
techniques will the behavior be observed? 

- How will the behavior be measured? 

• Perfozinan<;e objectives are more specific 
than behavioral objectives. In addition to the 
specifications required for behavioral objec- 
tives, performance objectives also include an 
estimate of the time necessary to elicit the 
specified behavior and an indication of the 
expected proficiency level of the performer. 
Because performance objectives are more spe- 
cific than behavioral objectives, they are more 
desirable. 

When designing your objectives, consider whether or 
not they meet the following criteria. My objectives: 

• can be obtained but are not trivial. 

• can be matched with specific completion dates. 
(See "What timelines do I need to follow and 
how do I constru ct a timeline?" later in this 
chapter for more discussion of this topic.) 

• specify the expected results In concrete terms. 

• will result in measurable performance. 

• if stated in clear, concrete terms, could serve 
as a checklist for accomplishments upon com- 
pletion of the project. 
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As an added illustration of writing measurable objec- 
tives, consider the following example. 



On or before June 30. 199x. the Project Director vm de- 
velc^ and submit to the Director. Division of VocatlorKJi. 
Adult, and Commia^ Education, a camera-ready copy 
(manuscript) of a program guide for the legal Assistant Pro- 
gram." The standards WTdfonnat for the program g^de 
will be consistent with the Division's pubScatlon titled. 
'GuldeMnes for Writing Florida Vocattonol Program Guides.* 



Note the following about this objective: 

• This example is a precise statement of intended 
results that can be measured: it includes only 
one intended result. 

• The conditions under which the results will be 
measured or observed are indicated by this 
sentence in the above objective: 'The format 
for the program guide will be consistent with. . ." 

• When the result is to be achieved is indicated 
by "On or before June 30. 199x...." 

• The criteria to be used in measuring the results 
are stated as "... standards will be consistent 
with the Division's .... Program Guides." 

• The responsibility for reporting the accom- 
plishment is stated as 'The Project Director will 
develop and submit to the Director...." 

• Who or what wrill display the required results 
of performance is stated as "A camera ready 
copy ..." 

Appendix 3 of this guide provides a helpful list of 
verbs that you can use to express objectives. 
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Achieving 
Objectives 



How will the objectives be achieved? or 
How do I present my activities? 

You explain to the reviewers how your objectives will 
be achieved through your activities detailed in the 
Implementatloii Plan, a subcomponent of the PLAN 
OF OPERATION. This information is worth 10 points 
and corresponds Mdth item #2 under Content on the 
Project Evaluation Form: "The project involves the 
use of innovative methods, systems, materials, or 
programs." 

Remember that the general information concerning 
your activities has been presented in the preceding 
subcomponent. Overall Approach. The purpose of the 
Implementation Plan, however, is two-fold: to estab- 
lish the linkage of the activities with particular objec- 
tives and to explain your activities in detail. 

After the introduction, move to a discussion of 3^ur 
method. Identify the participants of the project, the 
process and criteria for their selection, and your 
method for gaining their cooperation. To increase the 
clarity of your plan, group your activities under the 
objectives with which they are associated. When you 
are addressing this section, double check to make 
sure that your predicted outcomes (objectives) match 
your activities. There should be an objective related 
to each procedure and each procedure should be 
related to an objective, avoiding any possible contra- 
dictions between the two. Furthermore, the objectives 
and activities should correspond in their innovative- 
ness, creativity, and scope. 

Below is an example of an effective format for present- 
ing the information in the Implementation plan. 



o 

ERIC 



29 



J.) 



A Guide to Writing Adult Education Grant Proposals 

Exhibit #2 Example of an Implementation Plan 



eoalfl: 

To provtd* Adult Bosk; Educoton ond GED imtnictlon tn Romlngo County. In nonhtidJtional 
Mffings, to eraiconw ^ bcntoit ehfidccro, dMonco, and oecupoStMKd condifions 
flwotiG^ cn unusual (Mraiy si^mTi. 

0b|9cthw«1.1: 

To ofter at tocst five ABE CTKj GEO cksses per wa^ to Ibfty adults from fhre cc^^ 

icorrmfed sdhcxA bu^.j. as mealed by ttie attwxtorce records of ttie teochdr/coondhator. 
Ae«vUy #1.1.1: 

CcNivart ^to a rnc^^Ba odyt educxilton classroc^ a bus oik^ 
CcHAity Sdhoci Dtetrtct. 

h cxxsrdlriatied ^otts %»rttt> OxjfTpkMi Hardwa«. lt>© 

tkxi n>^sk>n wffl convert ttw sctK>o) bi» into a rriobSe clc^o^ 

two COTPputer carrels, a smcA teocfter Vk^Jitdr^ area, and a parNtiorted ctiflckxire 

space fw^ tour cWldren by -jifit 15, 19XX. 



Acthrny #1.1.2: 

Equip tt>e rrx^le ckmoon'' created in <x:tMtv # 1 . 1 . 1 . 

in co8(Ax>ranon vvitti Sam's Discoint Warehouse (wt4ct^ wQI domte some stq^^to 
and cc^rputer ec^pment). tt>e (reject d^ector wi8 eqi^ tfie rrx^sHe ck3ss(Oom by 
AuQ^ 31 , 19XX. ThQ study ccmr^ wifl be suppBed wttti not^xx>k >. p«>cUs. rBfBrw>ce 
iBsouces. and instaictlcMial materkab. Eacfi computer carrel wlB be eqi^i^aed wltti a 
Madntosh computer and instriK:tiorxil soflwcre. One printer \ha^ is copobte of servic- 
ing botti computere wrtfl be situated convertwitty. The ct^core space vM be sup- 
pted with booi(s and educational toys. 



Activity #1.1.3: 

Adverttee ttie rrx^ie classroom jxogram, 

The advertising conpa^ wifl be developed by ttie project frranoger, Talcing odvov 
tage of itee pubHc sovice anrxHjncements. tt>e progron wW be odvertteed on local 
television neturork. Independ^t. end local-acc^ cdt^ chcrtnete and on local 
radio statlors. In addition, the program mM be odverfised in iocal r>ew^pefs. Ttie 
advertising campaign vvffl span ttie p«1od of Aug^fit 15 to Augi^t 31 . 19XX. 



After you have a completed list of activities, you 
should then arrange them visually. Hie first type of 
visual support that you can create with this informa- 
tion Is a table that summarizes the implementation 
plan. You should create a separate table for each goal. 
Because the body of the proposal (the narrative) 
carries a limit of ten pages, this table should be 
presented as an appendix. (See Appendix 4 for an 
example of an effective table format for your Imple- 
mentation Plan.) Although your summary table may 
be placed in an appendix, it should be referenced at 
this point in the narrative. 
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Timelines 
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What timelines do I need to follow and 
how do 1 construct a timeline? 

Once your tables are complete, then you can use 
them to arrange all of the activities on a visual 
timeline, such as a GANTT chart, to enhance the 
clarity of your plan. Timelines are important because 
they correlate each activity with the time necessary 
to satisfactorily complete the project. Devising and 
illustrating a timeline also forces you to determine 
which activities are interrelated. This detailed analy- 
sis may also unearth potential difflculties that might 
have been hidden in a less clearly specified proposal. 

When scheduling the start of your project on the 
timeline, don't forget to allow enough time for review 
and noafication of award by the BACE. Your devel- 
opment of the timeline should consider other contin- 
gencies as weU. such as hiring: the agendas of 
cooperating agencies; secretarial, editorial, and du- 
plicating time: and vacations and holida3r$. 

The timeline should show activities arranged in a 
logical sequence, organized by event, time, and func- 
tion. Regardless of the method you use to present 
your work schedule (e.g., timeline, flow chart), you 
should include each activity and its starting and 
completion dates. Moreover, you need to include the 
due dates for preliminary and final drafts of reports 
or major products as well as the dates of scheduled 
meetings, trips, reviews, and other critical events. 

One popular time chart that is relatively simple to 
construct is the GANTT chart. This type of chart lists 
each activity described in the Plan of Operation in a 
column on the left of the page. To the right of each 
activity, under a grid that indicates either the number 
of months or weeks required for the project (depend- 
ing on the length of your project), the beginning and 
ending dates of the corresponding activity are plotted 
to show the duration of the activity. These points are 
joined by a horizontal right arrow. TWangles can be 
substituted for the arrow to designate a product or 
benchmark event: if this method is used, the timeline 
is usually referred to as a MILESTONE chart. 

t 
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One example of a timeline can be found in your RFP. 
It usually appears as the first page of the RFP guide- 
lines. Below are two additional examples of timelines. 

Exhibit #3 ExcBuples of Timelines 



Project Timeline 






4!lp^ '' ' 




Nov 




Jori' . 


Ml 


Mar 


Apt 






Acttvityf 1.1.1: 
Convert Into a mobile 
ocyt eckicatlcMi cia»- 
roc^ a bus oBocoted by 
Itie ROTnlngo County 
School District. 
























AcUvtty #1.1.2: 

EcMp ttie mobile dcss- 
rcK>m created In actlvWy 
#1.1.1. 
























Acttvtty«1.1.9: 

Advertise tfte mobile doss- 

room program. 

























ProlectTim^ine 



AcHvlty 

Activity #1.1.1: 

Convert Into a mobile 
adiJi education class- 
room a bus diocated by 
ttie Rarrtingo County 
School District. 

ActlvHy #1.1.2: 

Equip the mobile doss- 
room aeated In octMty 
#1.1.1. 

Activity #1.1.3: 

Adv^ertlse tt^ mobile clcss- 

room program. 



Jul 


Sap 


Oct 


Nov 


Doc 


Jan 


F»b 


Mar 


Apr 


May 


XXX 


XXX 


XXX 


XXX 




















XXX 


XXX 


XXX 




















XXX 


XXX 


XXX 


XXX 


XXX 



Jun 



XXX 
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Personnel 



Who is going to carry out the project? 
What qualifications do they have? 

The review committee needs to know specifically who 
will be involved in the project. The qualifications of 
key personnel should indicate that they have the 
appropriate background and experience required lu 
cany out the project successfully. Tiiis information 
is worth 10 points and corresponds with item #1 
under Plan of Operation on the Project Evaluation 
Form: 'The project personnel possess qualifications 
and experience to auequately carry out project activ- 
ities." You should summarize the most relevant qual- 
ifications of your project's key personnel in this 
component. 

If the scale of the project is small, this information 
may be included as a subcomponent in the PLAN OF 
OPERATION following the Implementation Plan; how- 
ever, if you are proposing a large-scale project, you 
may decide to create a separate component entitled 
QUALIFICATIONS OF KEY PERSONNEL. 

An effective way to organize your staffing plan is to 
write one short paragraph for each staff member. 
Begin with the staff member's title (e.g.. Project Di- 
rector, Technical Assistant, etc.) and then list the 
member's responsibilities and qualifications. Always 
include the names of staff members If they are known 
at the time you compose your proposal. Hie vitae of 
key personnel are usually included in an appendix. 
(See Appendix 5 for an example of an effective one- 
page vitae.) It is recommended by the American Psy- 
chological Association (APA) that proposals include a 
vita for each staff member involved in the project. 

Below are examples of uninformatlve and informative 
qualification statements. 
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UnMiorniOivo 

The penonnei selected to participate in th^ project will be 
screened, and only ttvose with proper professional preporo- 
tion andcredentiais wi be Included. 



Unbnfomative 
Key Staff 

Dr. Letta Readmore 
Professor. Principal investigator 

Dr. Mitch MIchell 

Professor. Co-Princlpai Investigator 

Ms, Cindy Jones 
SCMC Administrator 
County Medical Center 

Edward North 
Prirxjipal, Hoyes Center 



Notice that the ilrst example gives no names and, 
thus, indicates that project leadership has not been 
secured. The second example, while it provides spe- 
cific names, offers no information regarding qualiO- 
caUons. 

Now look at the example of an informative QUALIFI- 
CATIONS OF KEY PERSONNEL component. 
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The Research Assoclote /f^otect Monogef . 
Dr. Sharon Easter, is a key IndMduol in this project. Herdoy- 
to-day involvement is certtroi and crIticcS to management, 
consultation. Ofgartzation. writing and networldng. Her re- 
sponsibilities ore delineated in Appendix B. 

Untver^ Consitftonts 

A coUege-wide university team inv(^ving a aoss section of 
relevant c^portments wUI give their expertise and availal:>il- 
ity to the project as consuttlr^ planners, vipers, product re- 
viewers, and workshop facWtotofS. Areas Involved: 

• Adutt Education Program Development 

• Human Resource Development 

• Adult Literacy 

• Language and Communication 

• Professional Development (Florida Center 
for Profes^onal Development) 

• Instructional and Program Design 
(Center for Effective Instruction) 

Protect PQftnere 

A team of IrKlivlduals representing LEAs. volunteer groiflas, 
and libraries has been estoblished to participate and ad- 
vise trie project from their agency perspectives. This initial 
group Is expected to Increase as the project develops. 



To clarify the verbal information you provide about 
the project staff, an organizational chart that illus- 
trates the flow of authority and responsibility for 
carrying out the various project activities can be 
included In the appendix. Hiis chart, while optional, 
is especially helpful to the review committee if your 
project staff Is large, tf the lines of responsibility may 
be confusing, or if there is a high degree of interaction 
with other agencies. If you decide to include an 
organizational chart in the appendix, don*t forget to 
introduce it in the narrative. (See Appendix 6 for an 
example of an organizational chart.) 
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How 
Much? 



How much money should I request? 

The purpose of the budget Is to translate the project 
into monetary terms. Do not postfKjne the develop- 
ment of the budget until the last minute because 
changes are either difflctilt or impossible to make 
after the grant has been awarded. Moreover, your 
ability to submit a realistic budget also reflects your 
ability to plan and manage your entire project. There- 
fore, keep your budget within the ''ballpark.'* You 
should also aware that some restrictions may be 
imposed on the manner in which you distribute your 
money. For example. Section 321 grants currently 
require that at least 95% of your requested funds be 
allocated for instructional purposes. 

You should always seek assistance from the financial 
staff at your institution or agency to ensure that all 
costs have been adequately budgeted, properly ap- 
portioned, and clearly itemized. 



Reasonable 
Costs 



Are the costs reasonable and related to 
the proposed project? 

Proposals must present budgets that request funds 
that are not only reasonable (within the ballpark) but 
that are also directly needed to conduct your project. 
Your ability to meet these criteria is worth 10 points 
and corresponds with item #1 under Budget on the 
Project Evaluation Form: "Estimated cost is reason- 
able and related to the proposal activities." 

An acceptable ballpark figure is one that is not only 
reasonable but one that is determined within the 
larger context of the funding agency: that is. how 
much does the funding agency have available for 
distribution among projects? If you know that the 
BACE has a total of $800,000 that must be distrib- 
uted among a number of projects, you should not 
expect a project requesting funds of $600,000 to be 
approved. Other examples of unreasonable requests 
include asking for unwarranted salaries (e.g., 
$60,(X)0 for one person) or amounts that are tmjus- 
tiflable considering the extent of the participation 
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(e.g., $100,000 to train 20 people). Although the 
amount of money that is granted to a project depends 
upon the quality of the proposal, it is probably real- 
istic to say that an upper limit of $55,CK)0 - $65,000 
exists for 353 projects. An average award rate falls 
between $15,000 and $30,0fN>. 

Before you present your budget in an itemized format, 
you should include in your proposal a component 
entitled BUDGET EXPLANATION. The purpose of this 
component is to Justify your budget in narrative form. 
In addition, it is here that you can show how the 
continuation efforts that you have built into your 
project contribute to the cost eflfectlveness of your 
budget. This component is also the proper place to 
explain any abbreviations on the itemized form or 
requests for funds that you feel need special Justl0- 
catlon. 



Budget 
Rationale 



o 
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Is there adequate documentation 
for requested funds? 

Your ability to document the need for the grant funds 
is worth 5 points and corresponds with item #2 under 
Budget on the Project Evaluation Form: "There is 
adequate documentation in the proposal to support 
the budget." 

Proposals that show only a "bottom line" figure are 
nsually not approved. When determining what to 
itemize, use your common sense. For example, if an 
item, such as supplies (paper, pens, typewriter rib- 
bons), costs less than $100. you would not need to 
Itemize, Once again, you should consult with your 
institution's financial personnel if you have any prob- 
lems or questions. 
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Is my evaluation plan sound and thorough? 

The purpose of evaluation is to determine the worth 
of your program. The infonnation derived ftx)m a 
systematic evaluation serves the interests of three 
particular groups: 

• The project staffcan use the Information before 
the end of a project to decide whether modifi- 
cations are necessaiy to accomplish all objec- 
tives. 

• The organization that has received the grant 
may use the evaluation to decide whether to 
continue the project after the grant money has 
been exhausted. 

• And the BACE deserves to know at the end of 
the grant period whether its Investment was 
wise. 



Hie extent to which your evaluation plan is thorough 
and sound is worth 5 points and corresponds with 
item #4 under Plan of Operation on the Project Eval- 
uation Form: 'The plan for evaluation of the effecdve- 
ness of the program and the extent to v/hich 
objectives are met is included in the proposal." 

Therefore, your plan of evaluation should show the 
review committee that you have provided a way to 
assess the effectiveness of your materials, activities, 
administrative arrangements, and role-determined 
tasks in meeting your stated objectives. Moreover, 
your plan should establish who will gather the data 
for evaluation and specify when the data will be 
collected. 



Although there are several broad types of evaluation, 
the two most common are formative and summative. 
A formative evaluation is designed to generate infor- 
mation that can be used to Improve a project during 
Its operation and is. therefore, of most interest to the 
project stalT. A summative evaluation, on the other 
hand, is intended to produce evidence of the success 
of the project. Both the grant recipient institution and 
the funding agency are primary audiences for the 
summative evaluation. 
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In the Introduction to this subsection, you should 
first discuss the focus and purpose of the evaluation 
(i.e., summative and/or fonnative) and describe "w^t 
evidence will be evaluated (not how it will be evalu- 
ated). Next, you must specify the sources of the 
evidence. These sources might include the partici- 
pants, tests, surveys, interviews, observations, files, 
and correspondence, among others. Hand-in-hand 
with this information goes a description of the instru- 
ments you will use to collect the evidence. If you plan 
to use instruments that already exist, comment on 
their validity, reliability, availability, and cost. If you 
are developing your own instruments, explain how 
you will test them for validity and reliability. It is a 
good idea to include in an appendix a copy of any 
instrument you have used. 

You should also tie the steps in the evaluation plan 
to your timeline, specifying when your evidence will 
be collected. Finally, you should mention the person 
responsible for conducting the evaluation. 

Below is a sample format for the evaluation section. 



Objecttvo 1: 

To increase voluntory oral ixjrticipjtion at training se^ns 
Evaluative M easures 

1. Quantitative data*; Frequency and length of voluntary 
comments or questions at training sessions. 

2. Qualitative data": Attitudes of trainees regarding oral 
participation at training sessions. 

Data Collection Methods 

1 . Observe, count, and time instances of trainee-initiated di- 
alog (You need to explain in more detail) 

2. Interviews witti trainees (You need to explain in more de- 
tail.) 



'Quantitative data refers to information thai can be 
counted, e.g., the number of times something occurs. 

^'Qualitative data simply refers to information that 
cannot be counted, such as perceptions and attitudes. 
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Generally, formative evaluations of projects that pro- 
pose to develop products are more complicated to 
design than those that propose to implement training 
programs. For example, if you intend to develop 
training materials, such as a videotape, how might 
you evaluate your work in progress? 

• Have the script evaluated by colleagues famil- 
iar with the subject matter you are presenting. 

• Field test the product at conferences or work- 
shops. 

• Present to members of the potential target 
audience for feedback. 

Below are excerpts of inadequate and adequate eval- 
uation statements. Notice that the inadequate state- 
ments lack detail while the adequate evaluation 
statements provide much more specific information. 



tnadequate 

Periodic review with the project coordinator ond Director of 
Adult Educatlcm Virfil determine the extent to which the ob- 
jectives are beir\g met. 



Inadequate 

Each of the core concepts, vocabulary, elocution, listening, 
reading, and writing, wlH be measured i^y appropriate mo- 
dalities Independent of each other. 



Adequate - Formdive ivduoHon 

Upcn satisfactory completion of the guides, the project co- 
ordinator will meet with the four area Coordinators for Adult 
and Community Education and the Dlrecttx of Adult and 
Community Education for final approval of the guides. To 
evaluate the project's effectiveness the Director of Adult 
and Community Education, during the 19XX-XX school 
year, will conduct a survey to determine teacher/student 
satisfaction with the learning guides, plus compare 19XX 
graduate records with 19XX records in an attempt to estab 
lish a correlation between brjproved student performance 
and the use of culturally diverse teaching strategies. 
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Adequato - Fomtahve Svaiuation 

The development of the education and trabiing model will 
be chc^actertzed by or^oing evaluation as con be seen in 
the pkjn of operation. Ctieclc points and opportur^/ struc- 
tures for paTtk:tpc»it feedbGK:k wil be Inconporoted follow- 
W\g each activity phase. Intermittent pc^lpant review 
follows key etements and provides for informed transition 
from one activity to anothier withbn each ptiase. Project 
and staff wfll develop a framework fw field participant re- 
view otkJ feedback at midpoint of the project. 

Further, project staff wiH utilize state oixl natkirral fo- 
rums/conferences and other collaborative regional and na- 
ttonal review and networks to Incorporate evaluative 
comments from state and national leaders In trie tiekj of 
adult literacy. 



Adequate - Sommafive Evaluation 

The pkan which results from this proposal wlH be evaluated 
in its entirety by the team of university experts whose areas 
of experttee are covered by the activities t^rein. To comple- 
ment the evaluation by experts, the plan ytM undergo final 
review and evaluation by the jsarticipant r»etwofk of admin- 
btrators. instructors, and advisors who implement DOE pro- 
jects. 



Facilities 



Are the facilities and resources available? 



This component, ADEQUACY OF RESOURCES, is 
worth 5 points and corresponds to item #2 under Plan 
of Operation on the Project Evaluation Form: "Facil- 
ities and other resources are adequate to cany out 
the objectives of the project." 

Your mission here is to convince the reviewers that 
your facilities, equipment, supplies, and other re- 
sources are readily available and satisfactory for 
performing the activities of your project. Descriptions 
of special faciliUes that are tailored to fit the project 
should be included in the narrative, while standard 
descriptions are placed in an appendix. 

If you intend to use equipment or facilities that belong 
to another institution, include a letter of authoriza- 
tion that indicates when they will be available for your 
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use. And if there Is ever a charge for the equipment 
or facilities that you plan to use. don't forget to itemize 
them in your budget. You should be aware, however, 
that grant funds cannot be used to purchase "capital" 
equipment, such as computers, projectors, etc., but 
they can be eannarked for materials, such as soft- 
ware, tapes, books, and the like. 

Below is an example of a statement that ensures the 
adequacy of resources. 



The Uitivefsity ^ Soutti Ffoiida is especiaily suited to imple- 
iTtent the proposed project. The ^^q^ wili be housed in 
ihe Conege of Education. Department of Adult and Voco- 
tfonal Education. Mqjcx respaulblHty fcx implementhg the 
project with the Adult EdiKiatlon program area. Interde- 
partmental coopeiation wHi assure appropriate utilization of 
resources coHege-wide. 

The project will be Implemented with substantial support 
fran the following: 

The Florida Center for Professional Development (CPD). 
CPD is responsible for developir»g. coordinating, and marv 
aglng educational outreach activities and bringing to- 
gether outstarding resoi^ces from the Univer^ crtd 
beyond to meet current and evolving needs of inc^duals 
in Rorida and the nation. 

Center for Effective Instruction (CEI). Through the College of 
Educotton. CEI provides development and dlssemlrKjtion 
services and training in several educatlonol areas. Adult ed- 
ucotton. adult literacy, and vocational education ore areas 
in which the Center has strong components and cor^ider- 
obie expertise. 
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Abstract 



ERIC 



What is the abstract? 

Although the abstract appears as one of the first 
pages of your proposal. It must be written last. The 
abstract is actually a summary of the significant 
points of your proposal and gives the review commit- 
tee some insight into your project. 

Because of Its important purpose and the inherent 
constraints — an abstract may not exceed one page 
and must be double-spaced — you should take extra 
care in competing it. An abstract that deviates finom 
the prescribed format or that does not adhere to the 
sin^e-page limit (the BACE has received proposals 
with abstracts as long as five pages!) reflects a nega- 
tive image on your management capabilities. 

Paraphrase broadly but accurately the following in- 
formation from the narrative: 

• need 

• goals 

• objectives 

• procedures 

• key terms 

Remember that the abstract is usually the first page 
to be read by the review committee. It is this first 
impression, good or bad, that the reviewers carry with 
them as they read the details of your proposal. 

Below are examples of unacceptable and acceptable 
abstracts. 



43 



A Guide to Writing Adutt Educotton Grant Proposals 



UHACCmABli 



School Boord Sifinmc^ 

Vocc^iiGi, Aduft And immunity blucaKofi 

'Unray^ig Soetart KffMoneot* 

Adult Educotton Grant For Section 353 Of The Adulf Educotton Act 19w-19xx 
Pfolect Purpose: 

• To frvreose rrtnortfy porttdpotton In the cOTpetency4x3sed 
Qdki\ eckicatton pro^om by: 

- I?evlsfr>g ttie cuntciAinn ^jldes to Include fristructtonol strategtes 
ttxat piOTWte nr*iortty student retentton. 

TroNng odiit eckicotkm teochers to recognize cultured tratts. 

UrfGveHng soctal cOffererKes to present effecttw oducottorxal 

COTKJ^tS. 

DMCftfrffon: 

One part-tfrT>e educator wlB Insure conrpletton of program objectives, 

El^ty odiJt e<^xx3tk>n teachm wfll rec^ve tn-s^k:e training In 
developing end fnrpl^Tientfrg culturoHy dtv^fse teochA^ strote^^. 

Twenty of ihe elgtity teachers wW use Hhe material gerwroted dutng 
lnservlcetralr*>g: 

• To revise ttw current currlculim gutales tc include Instnjctlorxjl 
er^rK:ers. 

• To corrt^ne standards wtwe opprop^ate, 

• To rewrite giid^ ttxat were bcsed textboc^s ttx3t hove gone 
ov!t of print. 

Budget: $16,931. 

• Salary arrdbw^fits.... S16,361. 

• Travel .... $250. 

• Printing .... $320, 

• No cost to School Board 



Although much of the Information in this example 
should be appropriately included in an abstract, 
some necessaiy information, such as efforts made 
toward establishing Interagency cooperation or coor- 
dination, dissemination, and evaluation, has not 
been mentioned. In addition, this abstract contains 
infomiatlon unnecessary in an abstract, such as the 
breakdown of the budget. 
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As Fk^lcksord the notk>n persist ^th^ (ev^^ovcvl- 
ety of actMtles ond iwograms Ixjw been deve)^^ 

hONB been 1ho» progrc^Tis directiMj at the ercKKcotton of basic 
and llrcllonal ttS^eracy in ^hose req^^lng ttteracy services. By conpaf1s<m. 
corrpreh^^e (Kogroms which oddr^ the professionai deve^opfnent of 
indtviduote who provide thme servk:es, i,e*. ttK^ y^ho admln^r, odvtee. 
or tnstnict In llterocy programs, have beeri conskJerably fewer. It Is toward 
ttxit pwc^ved deficit ttxat this proposal Is cSrected. 

proposal trxrcxporati^ the deveiopment of a corrprehensfve educo* 
tfe>n arKi troNng rrxxlel spedficaHy designed to address fhe needs of 
odiit Dteracy education Instructors arxl odmir^trotors and the txxards and 
comcDs wtx> advise adult literacy pro-ams sporsored ttvough tfie De- 
partnnent of Education (DOE) arxi to Identify volunteer ar>d paid, pubfic 
ord private optior^ tor fT»eetir>g ediKiitaticx^ arxj tralnir^ needs statewide. 
The model mM be comprehensive In tt>at \t \^\\ address muttfple categories 
of programmatic needs responses. It wiU be applkroble to mult^le lev- 
els of need orxi will Incoiporate several pohts at which providers rtray 
enter ond exit the educaflon orxl trolnbg process. As a compreherelve 
unit, It wis comprise a master pIcKi for dev^qplng adiit Bterocy ieodersNp 
over tt>e ttvee years fdlowing development of tt>e moc* ^. 
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Appendices 



What do I Include C3s appendices or supporting 
documents? 

Appendices (or appendixes) are used to present Infor- 
mation that you feel is essential for the reviewers to 
know« but that is not directly relevant to your pro- 
posal narrative. However, any item that appears In 
an appendix must be either described or referenced 
in the narrative itself. Some items that may appear 
as an appendix include the following: 

summary tables 

vitae of key personnel 

organizational charts 

organizational hlstoiy 

letters of endorsement 

samples of instruments 

clearances administer tests 

samples of intended product development 

product brochures 

management guidelines (other than those in- 
cluded in the Plan of Operation component) 

a capability statement (if your school or orga- 
nization is new or not well known) 

A capability statement usually covers three areas: 
history, resources, and credibility. If it is at all possi- 
ble, shape the information to match your proposed 
project. 

In relating the history of the organization, indicate 
when It was founded, the source of its funds, and its 
guiding philosophy, mission, or goals. In addition, 
discuss the experience of the organization, highlight- 
ing its significant programs and achievements. 

The organizational resources that you should men- 
tion include the administrative structure, the quali- 
fications and background of the staff, the channels 
for financial and procedural accountability, and any 
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special equipment owned or managed by the organi- 
zation. 

There are several w?y^ to establish your 
organization's credibility. You can list memberships 
in national organizations, cite publications that refer 
to your organization's work, and mention achieve- 
ment of accreditation or other standards. You should 
also point out any endorsements or commendations 
your organization may have received from officials, 
other organizations or agencies, community groups, 
or newspaper editorials. 



Prolect 
Completion 



What will happen to the project/product after 
the grant Is completed? 

Your answer to this question is worth 10 points and 
is correlated with item #5 under Plan of Operation on 
the Project Evaluation Form: The project provides for 
continuing activities and services after the comple- 
tion of the project." This information is usually in- 
cluded in the BUDGET EXPLANATION component. 
(For some ideas on how to ensure continuation of the 
project, see "How can I sustain project activities 
beyond the funding period?" in Chapter 1 of this 
guide.) 

For further Ideas on project continuation, see the 
section below that discusses dissemination tech- 
niques. 



Dissemination 



How will I build In dissemination of the project? 

Dissemination is the act of circulating the outcomes 
of your project. The manner in which you propose to 
disseminate your findings or product is worth 10 
points and corresponds Avith item #6 under Plan of 
Operation on the Project Evaluation Form: 'The for- 
mat for dissemination is complete and comprehen- 
sive." This component may be addressed either in the 
PLAN OF OPERATION or. if it is extensive, in a 
separate secUon labeled DISSEMINATION. In either 




47 



A Guide to Writing Adult Education Grant Proposals 



case, the activities involved in dissemination should 
be scheduled on the timeline. 

To determine the most appropriate and effective dis- 
semination approach, you first need to decide who 
will benefit firom learning the results of your project 
and how they will use this knowledge. For example, 
if your purpose is simply to inform others in the field 
about the operation and results of your project, then 
dissemination can be achieved through publications, 
such as newsletters, pamphlets, and journal articles, 
or by reports ^ven at conferences or meetings. How- 
ever, if you want others to use the results in some 
particular way. then the dissemination may be ap- 
proached through workshops or training programs; 
on-site demonstrations; or slide shows, videotapes, 
or audiocassettes that explain how to use or adapt 
your program. If the result of your project is a prod- 
uct, then you must decide who will benefit from 
receiving it and how it will be delivered. 

Regardless of the approach you favor, you must also 
consider the personnel it will require to cany it out 
efiiectlvely as well as any costs thr»* must be included 
in the budget. 

A few examples of dissemination statements are given 
below. 



Example 

Dissemination for this project will be accomplished through 
presentations at the FA!;A/FACE and Florida Literacy Coali- 
tion conferences. In addition, information on the project will 
be mailed to parties reQuestir>g It. 



Examf^e 

Materials developed durlr^ the conduct of the project will 
be sent to the Bureau Chief. Mopan Private IrxJustry Coutv 
cll, the Center for Adult Literacy, the ACE NbVork OfxJ 
area coordinators for ABE. Dissemination from those points 
will t)e mode on the basis of each ager>cy's particular use 
and needs. 
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Documents 
Needed 



What other documents are needed? 

The RFP that you receive from the BACE will include 
various documents that you or your organization 
must complete and submit with the proposal. For 
example, the RFP for grants awarded under Section 
353 contains three documents that must accompany 
the proposal. 

• General Statement of Assurances 

• Certification Regarding Debarment. Suspen- 
sion. Ineligibility and Voluntary Exclusion: 
Lower Tier Covi^red lYansactions 

• Certification Regarding Drug-Free Workplace 
Requirements: Grantees Other Than Individu- 
als 



Each of these documents carries its own instructions 
and generally requires only signatures and dates. 



Project 
Title 



What should I title my project? 

Choose your title carefully. You need to use your 
imagination when you create your Utle; however, do 
not let your creativity get out of hand. A title that is 
flippant or funny is often not taken seriously. Instead, 
a good title is short and descriptive, reflecting the 
primary goal of the project. 

A few practices that you should probably AVOID 
v'hen you create your title include tlie following: 

• Beginning your title with the words, 
"A Project To 

• Using acronyms. 

• Including foreign terms. 
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Chapter 3 
After You Apply 



What Do I Do After The 
grant Proposal Is Complete? 

Where Do I Send This Packet and 
What Happens From Here? 

^ What Happens If ... 

/ The project is not Winded? 

/ The project Is renegotiated? 

/ The project is fiinded? 



o 
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Chapter 3 



What Do I Do After The Grant Proposal Is Complete? 

Once you have finished writing the proix)sal and 
completing all of the fonns. you should re-read the 
RFP one more time to make sure that you haven't 
forgotten anything. Check the application and forms 
for all required signatures and then organize your 
proposal and the forms in the appropriate sequence 
which is specified in the RFP. Once you have your 
packet organized, make at least three copies of the 
original. The BACE requires the original plus two 
copies; the other copy is for your file. Make sure that 
the copies are of good. READABLE quality. {See 
Appendix 7 for a sample of an illegible document that 
was submitted for consideration.) Finally, write a 
short letter of transmittal that indicates what is in 
the packet. 



MolHng the 
Propo$al 
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Where Do I Send This Packet 
and What Happens From Here? 

Once you have organized your application packet and 
double-checked to make sure that all elements have 
been included and are in the ^ ^ uper sequence, send 
your package, by either mail or courier service, to the 
BACE. Check the letter of transmittal that accompan- 
ies the RFP for the proper address. Make sure you 
aUow enough time for delivery so that your applica- 
tion reaches the BACE in Tallahassee no later than 
the close of the business day on which it is due. The 
deadline usually appears in two places: in the RFP 
transmittal letter and in the Timelines" section of the 
RFP Guidelines. Proposals that do not make the 
deadline are not considered. 

It is a good idea, however, to get a "Return Receipt 
Request" when you mail your proposal so that you 
will know for sure whether the BACE receives your 
packet on time. 
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After you have delivered your proposal, you can take 
a break for a couple of weeks (youH need the rest). 
The entire review process generally takes about one 
month. Don't call the BACE regarding your status; 
you will receive a letter in the mall. 



What Happens If The Project is Not Funded? 



If your project is not approved for fimding. don't give 
up and throw the proposal (which should represent 
weeks of hard work and contain your brightest ideas!) 
in the trash. Instead, you should seek feedback that 
will help you revise and refine 3^ur proposal for 
resubmission. 

The best source of constructive criticism comes from 
the funding agency's reviewer comments. Examine 
their evaluations carefully, looking for answers to the 
following questions. 

• What did I do that I shouldn't have done? 

• What did I forget to do? 

• Was the primary problem with the concept 
itself or with the presentation of the concept? 

• Which components/subcomponents of the 
proposal were a problem and why? 

• Where do the reviewers share a consensus 
regarding problem areas? 

With the answers to these questions, meet with the 
rest of your project staff and begin revisions. 

Depending on the circumstances, you may also want 
to look for other possible funding agencies. 
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Project 
Renegottcrted 



What Happens If The Project Is Renegotiated? 



Occasionally, the review committee may find your 
proposal interesting and would like to approve 3rour 
project, but either there are not enough fiinds avail- 
able to grant the amount you requested or the review- 
ers believe that you could cany out your project on a 
smaller budget. If a situation should arise where you 
are asked to negotiate funding, do not compromise 
lightly. One of the biggest mistakes you could make 
is to agree to a reduced budget without reducing the 
scope of the project. 

If you are asked to negotiate, avoid making major 
modifications on the spur of the moment. Instead, 
ask the funiing agency to supply you with a list of 
the items that are to be reduced before any negotia- 
tions take pi ice. With this list in hand, you can then 
determine how to reduce the scope of the project so 
that it is in line with the lower budget. In addition, 
ask the financial personnel at your institution to help 
you revise your budget. 

Occasionally, the funding agency may want to nego- 
tiate to enlarge the scope of a project. When you 
negotiate an item that requires the addition of duties, 
don't forget to increase the budget appropriately. 

If the negotiation is successful, make sure that all 
changes are put in writing before the grant agreement 
is finalized. 
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Project 
Funded 



What Happens If The Project Is Funded? 



If you receive a notification of approval, you can 
celebrate; but you should not start spending any 
money until you receive official confirmation finom the 
grant program administrator authorizing the expen- 
diture of fiinds. 



Of course, you will be expected to manage the project 
In the manner that you set forth in your proposal. 
However, the letter of award notification may set 
additional management procedures. For example, the 
letter of approval will specify the amoimt of funds 
awarded, the project period, and any special restric- 
tions imposed by the Florida DOE. In addition, you 
can expect the DOE to monitor the management of 
your project. The DOE will check on the perfonnance 
of your project activities to ensure that you are 
making adequate progress toward achieving the goals 
that you stated in your proposal. The agency will also 
monitor your compliance with any existing applicable 
statutes, rules, and regulations. 

In effect, your approved proposal constitutes a con- 
tract, i.e., you are obliged to cany out the project in 
the maimer you proposed and for the amount of 
money you proposed. Any major alterations to your 
proposal must be approved before putting them into 
practice. The types of changes that require funding 
agency approval are outlined in the RFP under the 
heading "AMENDMENTS." 

Products developed via these projects, such as man- 
uals, brochures, video or cassette tapes, are consid- 
ered public domain since they were developed with 
public funds. Consequently, products should not be 
copyrighted. 

You are required to acknowledge that products, ma- 
terials, and documents were developed via funding 
under the provisions of the Adult Education Act 
Public Law 100-297. The legislative requirement is 
quoted below: 
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When issuing statements, press releases, requests for propos- 
als, bid sottoitoNons. and other docurrtents describir^ pro- 
jects or iiKograms funded in wtioie or In port with Federal 
money, all grantees receiving Federd funds iricludtng but 
not Bmited to State and local governments, shall cteariy 
state (1) the percentage of ttie total cost of the program or 
prctject which be finonced with Federal money and (2) 
the dollar amount of Federal funds for ttie project or pro- 
gram. 



You are required to file a final project report within 
30 days after the closing date for the project, using 
the appropriate form, which is available from the 
BACE. In addition, five copies of each prcKluct that 
you have developed during the course of the project 
must accompany your final report unless you have 
applied for and received an exemption from the Bu- 
reau Chief. 



When the project is complete, do not delay on carrying 
out 3rour dissemination plans. 

If you built continuation into your project, make sure 
that you fiilfiU the promises that you made in your 
proposal. 
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Appendix 1 

Titles Of Previously Funded 

Grant Proposals 



Section 353 Projects 
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Fundod 353 Projects 
1988-89 



Into 




Gffiitf Amounr 


Nelghbofhood Utef acy & 

Job PlOCOfTldnt PtGClTCTTn 


ACTION. hcTonpa 


$70XXX3 


Reach Out for literacy 


Browcffd Coirjty Schoote 


$50XX» 


•You Conr Uterocy Plan 


C^trcfl FtofkJa Comrnur^ College 


S20^ 


Leadefsh^ TrcriT^ig cjnd 
Develqament for Low-Income 

WW 1 ICff 1 


CityofTcdiahassee 


$1M20 


Model Famtty Educotton Center 


Doytono Beach Connmu% CoBege 


$43,400 


Adult Ed - Dropout Recovery Project 


Rorido Atlwitic lfr>lversity 


$48^ 


Reocfing. 'RItbTg. 'Rlthmetlc 


Rorida Comrnur% College at 
JacksonvWe 




PLATO Uterocy Program 


Roricta Cormrmily College at 
JoctoonvWe 


$35XXX) 


Local literacy Rannlng Module 


Rorida Literacy Coalition 


$108566 


Tedryccd Askance In 
ImplerTientIng the AcUt Uterocy Plan 


Hortdo State University 


S37>»23 


Operation College 


l-lilid3orough Comrro"^ College 




R^K&ig Giidebook for Pc^ents 


Hiteborough Comty Scfiools 


S4.060 


AckJlt Basic Uterocy: Teoctwr 
R^cH^ce Packet dnd 
Training Workshop 

w n: — 


Indicri River Comrrujnity College 


$18^ 


Corrpreherslve Curriculmi - 
ABE Elderly 


Leon County Schools 


$21J65 


Outreach Childbirth Education 


March of C^es Birth Defects 
Fomdaticm. Tampa 

* 


S50OT 


The Gadsden Sentor Citizens Project 
Specialized Survival Demor»stratlon 
Project 


North Florida Education^ 
Development Corporation 


S38^ 


ProtjectTelt 


Orwige County Sci>oo!s 


$39501 


Operation Storefront/ Aduit Literacy 
Outreach 


Pasco Comty Schools 


$34,600 


Literacy Volunteers of 
Washinoton County 


WcBhIngton County Council on Aging 


$18,000 
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Funded 353 Projects 
1989 - 1990 





GrantM 


Grant Amoufrt 


C<»Tpetency-Basdd AcWt Ecfcjcotion 
HIgti School CrecBt Cmlculum 
Revteton Project 


Bre>^d Corrvnurrfty Coflege 


S70^ 


Pro^ct UFE: Literacy for Evayor»e 


Broward Cointy &:hoc^ 


$50,899 


Statewide Cormumlcatlortt Strategies 


Flwida State Urrfver^ 


S31719 


Itw Socid and Ecckxht^ Impact 
of AcWt and ConmxM^ Education 


Rorida State Univer sity 


S60.CXX) 


ESCX Adyt AssesOTient System 


Dade County ^hools 


$30,000 


CcHir»ctlons 


Ckiytorra Beach C wnmurdty College 


S60X)00 


Focus cx^ Workplace Utwacy 
Progrcs7« 


norida Atlcrttic UnlversiTy 


Szu.0 1 / 


Educate Before You Medicate 


Rorida Comrmrrity Cdlege 

UT JQCKSOnVHiQ 


$14,800 


Utwacy Is a Family Affdr 


Rorida literacy Codition. Ifk:, 


$65,548 


PartnersWps In Literacy 


Florida Literacy Coditlon. Inc. 


$62,000 


Gtdf County Literacy 
Volunteers Project 


Gulf CoiuDty Corrvrrfssion 


S35.476 


1 Can Read Well 

(.An Occupatlc»ial Advantage) 


Hillsborough Commmity College 


SSOXCO 


Activities and Materials - ABE Bderly 


Leon County Schools 


S35.000 


Immigration Stress: Fcsr^Hes In Crisis 


Leon County Schools 


$19,012 


Outreach CWIdbirth Education 


Marcn ot LTimes tsirrn t/erecTs 
Foirdation. Tampa 


$37,900 


Adura NEWS Project 
(New^apers Educating 
Wilting Students) 


Orange County Schools 


S30.000 


Corrpetency-Bosed ABE/ESOL 
Cuilcdum Development 


Palm Beach County Schools 


$40,000 


Probationers tOuccrtiorKS fcyrowrn 


KC3SC0 v-ouniy ocnoois 




SlgfDo Enhancing Educational Devel- 
oprnent 


Phi Beta Sgma Fatemity. Jacksonvilte 


S2B.000 


Farrrility Literacy: An Interagency 
Derrionostration Project 


Pinellas County Schools 


$19,825 


Surs^ng and Succeeding as an LEP 
Family 


PinellcB County Schools 


$9,523 


Farriily Reading Partners: A Whole 
Language Integenerationd Literacy 
Training Component Development 


Washington County Schools 


S42.744 
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Funded 353 Ptolects 
19W-91 







Grant Amount 


CBAE High School Cufrlcdum 
Revision Project Part II 


BrevcB'd Comrrajr^ Cdlege 


$62/474 


Literacy Imo^^ Forrtly Teams (UFT) 


Broward County Schools 




Project TEACH 


Broward County Sct^ools 


S50XXX) 


CoT^elwistve StiKlent Retention 
Si4)f30rt Grotp System for Adiit 
Learners 


Esccvrddia County School 
end PenscK:ok3 Jmior College 


$55,695 


Computer Assisted instruction for 
Ac^ Ba^ Stixtorts 


Raglw C<H;nty Sctiools 


$30,000 


Woriq:^cx» LltarcK:y Trdr^g 
and Dtsserr^iotion Project 


Rorida Atlantic Ur>iv©rslty 


S22.142 


A<AjIt crtd Community Edu:ation So- 
detai end EcortcxTte hn^KKrt arxi 


Rorida State Uiiverslty 


$65,000 


Trainbig Model for Rorlda's Adult 
Ut«acy LecxtosNp 


Rcxicta State University 


$60,000 


Statev^cte CcHnrruirdcatic^ Strategies 
- Uf^kw 


Roflda Storte Lbilvsnitv 


$45906 


Tecxt^ Ac&^ with 
LecffTirtg C^cdi^tities 


Loon C w-tfitv Scho^ 




iraortg w voKinteefs for Aduit 
literacy Pro^are in Dade County 


MlOTnl-Dade Cormimlty College 


S43.900 


ABE Demonstration Project 


The Miccosiitee Corporation 


$64,897 


Farr^UtercK^y 


OrcFtge County Schools 


S30.000 


Foundations SkOls Based ABE 
CurriCL^jm Protect 


Orange County Schools 


$22,553 


Competency-Based ABE/ESOL 
CuTTlcuium Dev^<^xnent 


Pdm Beach County Schools 


S30.000 


Prc^xstkM'ms' Eckjcotionat Growth 11 


Pc^co County Schools 


$40XXX) 


Brld^ng tt>e Gap: A Workplace liter- 
acv Model lot C^veloDmentaliv Dis- 
at^ed Adits 


Pin©llas Countv SchooK 


$29 071 


REACH and TEACH: An Ecfffy 
inTefveniion ramiiy Literacy Model for 
Agencies Serving 'At-Rtek* Families 


Pinellas County Schools 


548,512 


CBAE Capitalizing on Culture 


Polk County Schools 


S 15.000 


Workplace Literacy for Hotel/Motel 
Workers 


Polk County Schools 


$17,500 


Project PASS (Personalized Academic 
Succe^ S^otegles) 


Seminole Community College 


$48,000 


Pro^act lum Around 


Seminole Commmity College 


S7XM0 


Corrpeterwy-Bceed Adult Education 


Suwome County Schools 


$17,595 


A Class Act 


Wakulla County Schools 


S40.000 
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Appendix 2 

The Three Domains 
Of Behavioral Objectives 
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COGNITIVE DOMAIN 
mentca processes 

* Example: 

Given a newspaper article, the student wUl 
Identify the prefixes and suffixes it contains. 



AFFBCTIVE DOMAIN 

attitude emotions, values, and Interest 

• Example: 

In a discussion of local political issues, the 
student will show an increased sense of re- 
sponsibility as a citizen by discussing possible 
ways citizens can influence local decisions. 



PSYCHOMOTOR DOMAIN 
neuromuscular coordination 

• Example: 

Given lined paper and a pencil, the student will 
print the alphabet both in capital and lower 
case letters. 



NOTE: ObJecUves do not always fall exclusively in one 
domain or another. Both the examples in the affecUve 
and psychomotor domains require cognitive pro- 
cesses, recall of certain facts. However, the objectives 
are concerned with aifecUve and psychomotor out- 
comes. 
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COGNITIVE LEVELS 

KNOWLEDGE 

recall of facts 

COMPREHENSION 

restating knowledge 

APPUCATION 

applying or using information 
in a new situation 

ANALYSIS 

examining parts of a communication 
and the relationship between parts 

SYNTHESIS 

putting together information in 
a unique or novel way to 
solve a problem 

EVALUATION 

making Judgment based on 
given criteria 
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Appendix 3 
Verb List For Stating Objectives 
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Verbs for 
More Precise 
Objectives 



Unfortunately, there are many words open to misin- 
terpretations. These are words that should be avoided 
if an objective is to possess a measurable quality. 

Consider the following examples of words in this light: 



Thus, the objective that communicates best will be 
one that which describes the outcome well enough to 
preclude misinterpr.;tation. 

The verbs used in objectives In the cognitive domain 
often indicate the level of thought at which students 
are functioning. Tlie following list is provided to help 
the educator recognize levels of thought and to write 
objectives that address the ^^ous levels of skill in 
the cognitive hierarchy. (BlcM)m*s taxonomy of think- 
ing skills are arranged from basic to expert: (1) knowl- 
edge [most basic] , (2) comprehension, (3) application, 
(4) analysis, (5) synthesis, and (6) f^valuation 

For convenience, examples of infinitives are listed 
under headings that correspond with Bloom's Taxon- 
omy. You should understand, however, that the lists 
are not comprehensive and that they provide merely 
possible suggestions for infinitives. In addition, some 
verbs may be used in more than one category. For 
example, the term identiiy can be used in various 
wayB. It is appropriate in each of the following: 



to know 

to uTKjerstcnd 

to redty mderstmd 

to opfixeciate 

to fully cppreciate 



to gjosp ttw sigpTlfiCCTTce of 



to enjoy 
to believe 



to hove f cdth In 
to realize 
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• Knowledge: 

Identify the correct definition of a term. 

• Understanding: 

Identify examples of the principle. 

• implication: 

Identify proper grammar usage. 

• Analysis: 

Identify the parts of a sentence. 



Knowledge 



Objectives that focus on the knowledge level aim to 
measure the recall of specific facts or previously 
learned material. 



to count 


to point 


to relate 


to define 


to provide 


to repeat 


to distinguish 


to quote 


torev^w 


to draw 


to rood 


to state 


to indicate 


to recoil 


to tabulate 


to list 


to recite 


to trace 


to name 


to recognize 


to underline 


to ot»erve 


to record 


to write 



Comprehen- 
sion 



Objectives that focus on the comprehension level aim 
to measure the ability to grasp the meaning of mate- 
rial or to restate material that has already been 
learned. 



to associate 
to classify 
to compare 
to compute 
to conclude 
to contrast 
to describe 
to differentiate 



to distinguish • 
to edit 
to estimate 
to extrapolate 
to give In own words 
to infer 
to Interpret 



to locate 
to predict 
to rephrase 
to restate 
to rewrite 
to summarize 
to translate 
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Application 



Objectives that focus on the application level aim to 
measure the ability to apply or use learned material 
tn new and concrete situations. 



to apply 


to Illustrate 


to produce 


to calculate 


to implement 


to purchase 


to ctioose 


to Increase 


to relate 


to cofTjplete 


to Install 


to repair 


to cor»duct 


to modify 


to show 


to demonstrate 


to order 


to solve 


to discover 


to practice 


to transfer 


to employ 


to predict 


to use 


to examine 


to prepare 


to utilize 



Ancdysis 



Objectives that focus on the analysis level aim to 
measure the ability to break down material Into its 
component parts so that its structure may be under- 
stood. 



to analyze 
to classify 
to compare 
to construct 
to deduce 
to deidct 
to diagram 
to differentiate 
to discriminate 



to distinguish 
to divide 
to examine 
to explain 
to group 
to Identify 
to iiiustrote 
to infer 



to investigate 
to outline 
to point out 
to reduce 
to relate 
to separate 
to summarize 
to transform 
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Synthesis 



Objectives that focus on the synthesis level aim to 
measure the ability to put together Information in 
unique or novel way to solve a problem. 



to arrange 


to develop 


to plan 


to assemble 


to formulate 


to prepare 


to build 


to gerteralize 


to prescribe 


to comt)lne 


to Integrate 


to produce 


to compose 


to modify 


to propose 


to construct 


to originate 


to put together 


to create 


to organize 


to synthesize 


to design 







Evcduotion 



Objectives that focus on the evaluation level aim to 
measure the ability to make value Judgments based 
on given criteria. 



to appraise 
to argue 
toosse^ 
to compare 
to contrast 
to decide 



to determine 
to estimate 
to evaluate 
to grade 
to judge 
to rank 



to rate 

to recommerxi 
to regulate 
to select 
to test 
to validate 
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Appendix 4 

Sample Tables for 
Plan Of Operation Table 
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Exhibit #4 Sample Plan of Operation Table 



This format presents one objective on each page. In 
addition, strategies, completion dates, and evaluative 
criteria are included with the objective. 

Note that the name of the agency appears as a 
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Exhibit #5 Another Plan of Operation Table 



Tills fonnat presents several objectives on the same 
page. The horizontal layout enables the reader to 
^understand the strategies and evaluation process. 

The page number, total number of pages, and agency 
are also included. 




9i9 ff«t«ia too — ■ba r* ot 
Um ASS/SAOL pfo^rmm in 

County. 



To plae« •tiNS«iit« In th« 



Vtogrmm r«rard« trill 

$0Q »tt>4*fit« «Ofitlfiy*tf 
vlt{>ia AiB/isoL to 



V*«t result* will b« on 
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Appendix 5 
Sample Vitae 
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Exhibit #6 Sample Vltae 



I. c. SPOTTS 
224MySfieet 
Ouftown, FL 31270 

Educaflon-C*rtfflcation 

• Master of Arts in AduU Education. Untvereity of South Florida. 1973 

• Bachekir dTAils in Sociology. Louisiana Slate University. 1963 

• Florida Certification: Administration. Junior College, En^lsh. Sociology 
ftoltastoncd ExparlMc* 

IVenty-flve ^ara' experience in education as ccninty-Ievel administrator, prindpal.federal 
project director, and t«icher. Teaching experience includes full time in secondary and 
post-secondaiy /adult education; part time at Mashbum Junior College. 

Highlights include the following: 

• 1984 - present 

DIRECTOR. Adult and Community Education. 
School Board of Winter County 

Responsibilities: 

- Administration of programs in adult literacy, h^h school diploma and 
GED. vocational education, personal interest classes and lifelong learn- 
ing. 

- Supervision of eight school centers with 536 instructors and 150+ off- 
campus locations and county-wide staff. 

~ Project director for numerous successful federal and state grants with 
individual value from $9,000 to $14 1 .000, 

• 1982-1984 

PRINCIPAL. Bay Community School 

• 1978-1981 

FEDERAL PROJECT ADMINISTRATOR. Career Edurallon 

• 1968 1978 
TEACHER 

Responsibilities: 

- AduU basic education, communication skills. GED. English high 
school credit, and English for Speakers of Other Languages. At 
Mashbum Junior College, parenting and human relations. 

R»tat«clExpertonc» 

• PRESIDENT. Bay CONCERN 

• PRESIDENT ELECT, Stale Admlnistralore of CommunHy Educallon 

• REGIONAL TASK FORCE MEMBER. Literacy Volunteers 

• MEMBER Community Coordinating Council 

• MEMBER, numerous professional organizations on the national, state, and local 
levels, having served as board men»ber and officer. 
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Appendix 6 
Sample Organizational Charts 
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Exhibit #7 Sample Toble - Staff Relatlonslilps 



staff Relationships 



Ramingo County Scliool District 



Director of Adult and Community Education 



I 



I 



I. C. :»pots 

Co-Difector(2S%) 
Project None 




U. R. Reading 

Co-Director (25%) 
Project Name 



Staff Secretary 
{50%) 



Consultonts 
and 
Trainers 



Writing Teams 
(3 teactiers on eacti 
2tearra) 
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Sample Table - Organlzotiond Relationships 



Organizational Relotionships 
Colloboration and CoorcBnoflon 



Fkjmingo County School District 

Director erf Adult 
and ConvnunHy Education 



I 



Prolect Home 
Co-IKrectors 



Flamingo 
Literacy Council 



Leom to Read, inc. 



Pro)ect 
Evo^tator 



Prolect Advisory 
Coimiittee 




Local Office 
Job Service of Florida 
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Appendix 7 



ILLEGIBLE Docunnents 



Pages from Actual 
Grant Proposals 
as Submitted 
for Review 
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AGu}ct8toWit&^Ack^Eckicatfc^GforitPt(^X)60& 



Ho«ill.5 7»;:snt S€lf-$uf f i?i«ncy 
This Proposal ^^sbitici Tcartaz, A^'.l-: Li*r^vv r:i.ti-ia:-. 




.Si'. 



^^^^^^^^^^^^^^^^^^1 .It«rA•:y 
fiC•.^i•t:ii: i.ll-t«rR:v .v.s-.T-ti.i. ^.trsacu worfe^rs will b* 

.". :f 
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Exhibit #10 lfi0Kee8wExcRi^-PeO9lromcnActuciiP»^»o(ai 



PROJCr? NATiUVTXVS 



.;<'i^orliooa uul pi>i»st cv.trtavl; lae »4ucatiM.Bl 

AJvis^ry ?:ur.;i:. Ttt ?rc:»:t if l.;r.:va-.iv& :^ it tal:*i 

t*n»;;t *ftlf-4uf fi5l*a,-y. and bl>:h artr.t .-^ar«^.iii- div<:;;3int 
ficlllful deplJ>Ys,6:.t :■£ idult literary 4:.; ,ixt:-:;_tv-*;t.iJ' 




lyi t/.t i t4ilS5 j^rnuu.ty :«a^«rjhl? 

«>*^»rf *!!inp:*i :g »!iA -tt^ ^f.. p^-.jj^.^^. i^.^i^vj^ cccr.unity 




m »% mm 




att»:*..*i ^i5?;rr ;*tt*r:. 



sf:i: :-»?-?; 




-c ^: citiren vc i: 



:*r« •ajArti:.» tLt-r _ , 

— p ■ ■ T 0 s t irt i'i t y h ;r.« rjr il f -.r r tzL^i 



»n4 Ci'^y :f 



^mm • . - • • • 



I? 



/sir.- 
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Appendix 8 



Additional Resources 



Green, G. (1988). A guide to successjid proposed 
writing. Washington, DC: American Association for 
Adult and Continuing Education. 

Hall, M. (1988). Getting funded: A complete guide to 
pmposal writing. Portland, OR: Continuing Educa- 
tion Publications, Portland State University. 

Meador, R. (1985). Guidelines for preparing propos- 
als. Chelsea, MI: Lewis Publishers. 

Przeworski, A.', & Salomon, F. (1988). On tfw art of 
writing pmposals. New York: Social Science Research 
Council. 

Smith, C. W . & Skjei. E. W. (1980). Getting grants. 
New York: Harper & Row. 

Steiner. R. (1987). Total proposal building. Albany, 
NY: Trestletree Publications. 
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Appendix 9 
Forms 



Description of Form 


Poge 


Grant Application Forms, DVE Form 461 


92-93 


Project Budget Summary and Disbursement Report. 
DOE Form: FA 399 


94 


Certification Regarding Debarment. Suspension, 
Ineligibility and Voluntary Exclusion — 
Lower Tier Covered Transactions 


95 


Consultation Certificate 


96 


Certification Regarding Lobbying for 
Grants and Cooperative Agreements 


97 


Certification Regarding Drug-Free Workplace 
Requirements - Grantees Other than Individuals 


98 


General Statement of Assurances 


99 


Project Selection Fonn - Section 32 1 
(used by the review committee) 


100-101 


Quarterly iteport Forms - Section 353 Projects 


102-103 


Project Amendment Form. ESE Form 411 


104 


Final Report Form. DVE 525 


105 
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Exhibit #1 1 Grant Application Forms 
DVE Forrr 461 



These forms should be included in Section 32 1 and 
Section 353 grant applications- 



rUMNU DCMATWIMT Of iOUCATfON 
VOCAlKMAi. AOUiT AM> CCMMIiMITY HHXJkT1Q$4 
MmJM£MTAL ADULT fOUCATKM UNDM SKTKM. IJf 

ADiHT *OUCAnON ACT 

im « A uf mojiKT a CM til moma a 



(1} Dl«4tlf^«rtQ Kmm. 


[2^ Cmmtart HnnHtm*: 




(4j Cartua ^•nM 










fSj Ctw<j<1 Hfto^ Miitofl Aii^ri» City Z*^ 









I2t i - - 



(7) r^tk^ci mm <iu 



(« OATVKAnOM KM KCAAA KmX>L MTKlca 



(101 aAT>r»CAT^ FOA OTMCA AWCAMr AttNOCi 



M M^ al Mj ^r m$ ft I ■ruin 



4«i 



UUMUft 


m 


(« 


HI 

m 


m 
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Exhibit # 1 1 Grant Application Forms 
continued DVE Form 461 
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Exhibit #12 Project Budget Summary and Disbursement Report 
DOE Form: FA 399 



This form should be included in Section 321 and 
Section 353 grant applications. In addition, it should 
be used with any project amendments. 



to 



AND OIIAUftSfiMCMt Hpoar 
□ lu«9«4 Q InMrbn W^aK QlM 



m 



ft) 


w 






W ' 




P] 


PMC Urn 


























































































































































































































































n 




mmm. 


ft 






. .-- , 
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Exhibit #13 



CefiiftcQfion Regarding Debarment, Suspension, 
Ineligibility and Voluntary Exclusion - 
Lower Tier Covered Transactions 



This form should be attached to each grant 
application for Section 353 or Section 321 funds. 



CerdfkaUon Regarding Debarment, Suspeiukm, IneitgibitKy and 
Voluntary Exdusloa -Lo Her T ie r Covered Tran sactiaos 

Dtbummi ««d Sw t pl w i i op, 34 CKR 1^ 15. for ftil low be/ Umtdtatt* mccua^ Om thr««iK4J mad Ucr 

iitttruciUuii for CerUnaUkm 



I M ali B t»ifcaf w im< m tv M U »» w fh§ F«4»c4i Q€»«m<»Mi. 



w«« ikil n ■ MM *>»i fT ii. fiMpMM^ kM^f^. ar %«lMte^/ 



Tlw IMW **iwm4 lr«iMM4lM,* ' J lN f^ / **(«^pi*tf,* 
'p«rn^' 'K^*"^ mwm4 If^wwiiaa.* *pir*. 

niiMM«HMMi^£4Mhv(M«rtl54« Vmih^comm^ 



M#, il A«R Ml fcawM^^ (MM MM My i««r«C IMT MM 

M»J«*ik. « «UM«4 horn f^i^^titm m iXw 



■ jf f Mi^. ri«*MTv4. *r vdhtKrirtfy tuh^M (row 

ft««a*Mfti*tlk r«^*tCM»v«MM<tf, *«M^*/MM«4«*|>v«rr 

f«#«MM«, lAsiwrf*^ «wif«aMi« i^s>t ii*k*nmm 



Ctriinoktion 



4rr ^emmQy d^Umd, m$^a^, pA?poMJ for ^^mtH. i^Ugibic, vUiManlx uciMUJ hom 
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A Guide to Writing Adult Education Grant Proposals 

Exhibit #14 Consuitatlon Certificate 



This form should be attached to each grant 
application for Section 353 or Section 321 funds. 



CONSULTATION CERTIFICATE 



We, as the AuthM^iad Repi«se»Uttive of the aj^rcem egOKy (hermtfter f^md to u the 
A^icsm) ttitf Oie local eihiGitmal agency iteT^ 

Apg€nA\% A crfFkviik't Pieignm Plan Aifult £dtK«ioB 1989*1993 (hmimifler fefm^ to as the 

dp henby oeftify thai ia drndevdofmot offhb^i^ 
«iih the UA aod thai tfie ^^l^icant has ]novM a copy of the 001^ 
to aSow tile LEA to lubmtt comments potainii^ lo the applkation to FlorkU DepAnmenl of 
Etfucatioa. 





Date 


Sigi^tuft of Auihohied Rcpesentative 
of the ^]|^c8nt A^ncy 


Date 


Signaiuie of Aitthohzed Rqmeni4i%e 
of the Local £<$ucaiional Agency 
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E;^hibit #15 Certification Regcvding Lobbying for 
Grants and Cooperative Agreements 



This fonn should be attached to each grant 
application for Section 353 or Section 321 funds. 



5ia>mtssUm of this cenificttfon is rDquired by Scctkm 1352^ Title 31 of Ihe U.S. Cotfe and ii i 
jMvrequi^tt for makii^ or emehng \sm a grant or ooc^erative agnomem ow $IOO<000. 

The nadmlgQcd mlliteft, to the best of his or bir luK»wif<l^ and bcScf , tkrt: 

(1) NoF«lendap|mpfiaiedfm»bhavebeaip»klorwinte 

undmignod, ^ any pmoo influmeti^ or wtempcing to influence an ofTioer or 

en^^fee of any i^g^kcy , a M«i)h^ of Congi«s3^ tfi elfker or ein|A(^ 

or an cn^^i^ of a MeiT^ of Con^ttt in connectkai with 

gram, ^ ouerii^ into of any coqiaitnv agrmncnt, and eit&i^on, oonliimation, 

renewal, ameodmesi, modiflcaUon of any Fecial giant or coc^entive i ^iw ne nt . 

(2) If any fimdsotho' than Federal aiqrofdaiedfuods have ben 

any pmon for influencing or atteinpting to infloCTCC an ofiker or cn^y e e cf any 
^ficy , a Mcff^ of Congress, an offker or rnqriqree of Cof^ie^ 
of a Merobv of Coi^gress in connexion ^tdt tfiii Fectetal grant co- coopefaove 
igrecment, ihe vmSeraigned shall comiriett and p^'^ndt Stimdaid Form • UX, 
**Di»closure Form to Report Lohbying." in ^wrdsi^ with its ismrvctmns. 

O) The undersigned shall re<|uire that the langua^ of ^is ceitiftcation be included in t!tr. 
award documents ftn* all »ihawaids M all tiers (indudii^ subgrants, conliacts under 
gnnis and coqiefaU%« agnements. ai^ uiboontracu) and that all submcipiems shall 
mtify and diKlose aomdingly. 

This certification is a maierial repfesenWfon of (act on %irhich the Department of Education relied 
when it made or entered into this grant or cooperative agreement. Any person who fails to file the 
required c^flcatitmshalf be subject to a dvil penalty of not leas than SIO.OOO and mitn^ 
$100,000 for e^ such failure. 



Certifkalhm Rcgardirtg Lobbying for 
Graats and CoapmAn Agreenwi^ 




W>g» and Tute of Awdion^ ai T i w i< ni i r iv»" 
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Exhibit # 1 6 Certification Regarding Drug-Free Workplace 
Requirements - Grantees Other than Individuals 



lliis form should be attached to each grant 
application for Section 353 or Section 321 funds. 



ERIC 



CertifkailoQ Regarding Dnig^Free Workplace Requirements 
Grantees Other than Individuals 



M MiiAi^ i ^iiim ^ Mb(yi^ m^imr^t iIm <.ah»i^cM. «Mf«iiii<^, ^>*h.^ 



(k) ■mfc fcitiM aSm$4im» t wMt mM t* tmtatm wnrK>r»M 

a) TV >w <f iivg iHiai w )kt %9itfikt*. 

(tf) n« f III! > i>i kMt M/ H im$t M 4 wmmi*r^ ^ fKitMM H<»m^ i* tht < 



|Ki r y w > »y • r >* m l. vtoJ^ ImaI*. t*vMtov#MgbA. m /^m- ^yr^ntM 



Of gzrt\m\oc Nan^c 


PR^'AWJu'd Number Piojcct Nimtf 


Name aiuJ Title of Av*honred Rcprcscnuttve 


Signature 


Date 
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Exhibit # 1 7 General Statement of Assurances 
(a two-page form) 



This form should be attached to each grant 
application for Section 353 or Section 321 funds. 



OMfrtI SAcaboN Ad rS«xiai 321.072, fbr^ ^TiMtj, Trti« H Co^ o( I 



3 AlMc>*»kJI«MC^K4]raalA^Md^ll(^irw»MUf^^pn)^^ 
C> TVMMyM»t4CAlxM. rv»S»»U>«, pcfxv^ pntffM Piuiv 

7 ^fi^ ^ ^ i4V«cnv« prooA^^mi tot *c^wUJVf «^ k> tt^Actt 

Mrf •rfniAiMTMiXt ^•\)ctp»«nf in profrtm u^ifiCMn i'%foofteTX«4« from tistcmtonti 



Lv«d«ncc of fconylkAncc PonMii a/ a policy uikrhjk o/ am.- hlv* olstv^mi^ i->/ (jw 



LUpyrt^hMrf, qUMtti, CKka^lK mVMitf M pmttel ^ Mon4« Itw 

I \r«MK> 1^ ^i4t fWf^tttim 9M umk<Bi^ iwt >4Ju wuft c^ipor^mitMi k> 



^ will 



(UpcMrmAO** 

A*..1*iiriAAf ^ (AC DArfy *r 



er|c 



8EST cePY mmii 
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Exhibit # 1 8 Project Selection Form - Section 32 1 
(used by the review committee) 



SKCnON m CHANT AmJCATION 



NO 



D a 



2 lioatWmpv^omt^taAaltfttim^f^mttfetaAikMmitoutUMSi^tuumA 
■Hi MM m mm or mmmi. ipiofkiuy. 



u 


a 


ft. AM 




« ft} Mft tn)* M« t>^^ 


a 




k AAA 




V ft} ti«ir IMI umi^ ofHi? 


D 


o 


c A*M 






c:: 


o 










'3 


t l«lt»« 




mtom"^ 


LJ 


LI 


f AM 


cwTid 


aeosi te>U:}««^ 


D 


□ 


S DoM ^ 




tea ly^iftl rm^UMs on rimv^ 



« Dbb *i pra^oiftl pmte la 

£□ Q ft ntmminttMtMtftmmmi^Hbm^ 

ifPKtcv u^cuitf Oft EXF pip 7, «k«n ^ <^ «fr^x««*«'* 



□ 



r: 
n 



wo 

□ 



n 
n 
a 



|fVH pro^ttn irt lv«UMi ^ tins i% iMctKMitf necdr 

ft i^ur? 

b ntktf Mml Sp«»fy ^ 

c Oih»' Sm^fy ^ _ 



□ 



u 
a 



Alt IM Minm to ftft uad (KDvtQCft. iftsrunimi pnr «c ) teif^ 

to IftIK) K) ftDOCmf£(«IMCnt of (He Cb^WBI? 

• ITct* %m ^nvDtti mniMn ap^fx «»fcc{^«<t •HicA ftfc ko 

m mm\a fwactwiswf u t^w tcvtU^ 
li n«ili«^q(»tftl'A«KO>«pi«teiiftft^/ii*«v^i*«PrtMwmfc<^^ 

Att.«ftfP 



13 pen (te p'vpoi*! BMW iM ovaraD ft*^ 

tN^ff^voi frf ^ acti«^Mft ft* 




BEST COPY AMIME 
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Exhibit #18 Project Selection Form - Section 321 
continued (used by ttie review committee) 



□ □ IT Ifter 



MiCBMM Mitf tedoi ]« or At Act? 



Q l i > nni i ii« B iiifl tf»Mypw»ii«»ltepcBypirilaiih»i imBjMiw^ 
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Exhibit # 1 9 Quofieriy Report Forms 
Section 353 Projects 



These fonns are completed at the end of each quarter 
and submitted to the BACE. 




DIVISION or VOCATIONAL IDUCATF'Vf 
BimSAU 07 ADUtT AND COMMUIflTY milCATiON 

flgCTlQW Ma PROJECT O UABTKHLY RHPQyf 



Applicant Agracy: 



ProjMt Director; 



Prejeet TIU« 



Project Number; 



Qumrteii^f Report Number: 
(Circle) 13 3 



Date Submitted; 



Quarterly Reports Dtnwtlone 

Uee lUe form for quarterly reports wbkh are due September 30^ 19M« 
De4^mber Sit ami Marcb 31, 1991. Pieaie complete ail Items and use 
aubetantlatlag data to support report Judgments. Ifcommeats require 
additioiial pagea* please key aotwers to the appropriate queslioD by 
Dumber {i«e*, 9 {ceDtlr.ued)}. Quarterly reports will belp the ageocy 
coDtlBually evaluate (»rogrera, point mil needed changes fa procedurea 
and keep activities on the time frame aMolted. The report will also serve 
aa a monitoring guide fbr the on-site visits of each project Siibmlt three 
coplea of tiie report to the Chief, Bureau of Adult and Community 
Bdueatlon. Florida Department of Education, Tallahassee* Florida 
323W-MW. 



DVE 463 

ExfL 03/31/91 
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Exhibit #19 Quarterty Report Forms, pages 2 & 3 
continued Section 353 Projects 



a O D D 



O D D r 



a. Hm mmdM km MMtlM w^Uk 



13 n D o 



n c D D 



S«WSMtMft« date Md K 



PUD C 



O O o o 



o D On 
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Exhibit #20 Project Amendment Fomi 
ESE Form 411 



These forms are completed when budget amend- 
ments are necessary. They are submitted to the 
BACK with an FA 399 foim. 



pfwsmi Of tusuc iCMOOii 



msssssff- 
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ExhIbK #2 1 Ff ncd Report Form 
DVE525 



This fonn is submitted with a final report for each 
Section 353 project. 




VLORIDA DEPARTilKNT OT SDUCATfON 

oiviaiON or vocathmau adult and 
coMMimmr kducatiok 

BUKEAU or ADULT AND 
COMMUNmr SDIKlU^TiaN 

flBCTiQW aai PRoreCT wnal Hgrour 



Project DlrMtors 



PrQ|}eel Nuoib^n 



Project AUocAtlom 

i 



Typ* of Project: 

TMcb^lVelebig O 



FhtftI Report mrectloni 

Section 3&3 proijeci* muil be % >rwArded by the aUte agency to the U» S. Dlvtiloa 
of Adult LojumlRf tor review, fbe itAie Agency must also report the retuHt mnd 
Ottteooiee of tbeee projects. In order for the Depertmeut to meet Ite 
commitjiio&t, E wlU be Aoceewry for Mch project director to eubioit fhro co|de» 
of A final report to the Chtef, Bureau of Adult aM Commuolty SdueatloA, 
Florida Departmejit of Bducatton^ Tanahasaee, Florida 32^0400 wtthla 30 
daye foltowUig the eompteticMa or terminatton of the i^Jeel. Hie flnal report 
•houM follow the format liidtealed betew and be Urnlted to do more thao three 
atagie-fpaeed, typed pages, not including the append be. 



Final Report Format 

I. TarMt population eerved: rUae numbere If poitlble.) 
8. OMective« 
3. AfiMxUifili 

4* Bvahiatlom (Include |uroeeft«e$ u»ed, concluiiont about accomplitbmenta 
or lack thereof, and reasons.) 

A* R^minendatlonag 

8. DIssemlnattopidftnK 

7. Appcndlni dndttde Instructional materials, products, forms, surveys and/or 
other materials developed as a result of the inject) 
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Slalv at Morida 

iH'purimenl ol Kdiicsilion 

TalluhassiT, Horicb 

Bell) t'aslor* C ommissHmiT 

Affirmulnv action iqiijil opporliinil) vmphntr 



